Pol  I worker 

Training  Manual 

CONSOLIDATED  GENERAL  ELECTION 


Tuesday,  November  7,  2006 

The  polls  are  open  from  7:00  a.m.  until  8:00  p.m. 


Questions  on  Election  Day? 

Call  the  Department  of  Elections  at: 

1-800-554-9934 


Department  of  Elections 

City  and  County  of  San  Francisco 


THANK  YOU! 


Dear  Pollworker, 


Thank  you  for  participating  in  the  Consolidated  General  Election  on  Tuesday,  November  7, 

2006! 

As  many  of  you  know  from  the  June  primary  election,  San  Francisco  has  new  voting  equipment 
for  voters  with  disabilities  in  each  polling  place.  The  equipment  is  called  the  “AutoMARK”  and 
will  be  at  your  polling  place  when  you  arrive  in  the  morning.  The  AutoMARK  is  different  from  the 
“Eagle”  because  the  AutoMARK  does  not  count  votes,  it  only  marks  the  ballot  cards. 

When  you  set  up  your  polling  place  in  the  morning,  please  set  up  the  AutoMARK  so  voters  can 
easily  use  the  equipment.  Also,  when  voters  arrive  at  your  polling  place,  please  remind  them  of 
their  opportunity  to  use  the  accessible  AutoMARK. 

Since  the  AutoMARK  is  a different  type  of  machine  than  the  Eagle,  it  is  important  for  the  voters 
to  use  the  correct  ballot  cards  because  the  Eagle  cannot  read  the  AutoMARK  cards.  The 
majority  of  voters  at  your  polling  place  will  use  the  Eagle  ballots  on  which  voters  connect  the 
arrows.  The  ballots  with  ovals  are  for  the  AutoMARK.  Voters  need  to  insert  the  oval  ballots  into 
the  AutoMARK  so  the  machine  can  fill  the  ovals  that  represent  the  voters’  choices. 

Each  polling  place  will  have  large  yellow  envelopes  in  the  supply  boxes.  It  is  important  to 
remind  voters  to  place  their  AutoMARK  ballots  in  those  yellow  envelopes  and  then  place  the 
envelopes  in  the  red  ballot  box.  A Sheriff’s  deputy  will  pick  up  the  AutoMARK  ballots  after  the 
polls  close  and  then  transport  the  ballots  to  the  Department  of  Elections. 

On  Election  Day,  a Field  Election  Deputy,  or  FED,  will  be  assigned  to  your  precinct  to  help 
answer  questions  and  provide  troubleshooting  assistance  and  extra  supplies.  FEDs  can  also 
assist  with  opening  and  closing  the  polls  and  help  with  questions,  problems,  or  procedures 
concerning  the  election  and  voting.  Your  FED’s  phone  number  is  located  in  the  Inspector  Folder. 

Also  on  November  7th,  staff  from  the  Department  of  Elections  will  be  ready  to  assist  you  from 
the  Election  Center  phone  bank  located  in  City  Hall.  The  phone  number  of  the  Election  Center  is 
located  on  the  front  cover  of  this  manual.  Please  remember  to  review  it  ahead  of  time  and  bring 
this  manual  with  you  on  Election  Day. 

Again,  I want  to  thank  you  for  devoting  your  time  to  assisting  San  Francisco  voters  to  cast  their 
ballots  for  this  election.  After  the  election,  please  complete  the  response  form  and  return  it  to  us 
and  let  us  know  how  the  Department  can  better  support  your  efforts  in  future  elections. 


Respectfully, 


John  Arntz 
Director  of  Elections 
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ABOUT  THE  NOVEMBER  7,  2006  GENERAL  ELECTION 


In  this  upcoming  election  in  addition  to  Federal  and  State  offices,  voters  will  be  electing  the  following 
local  offices: 

• Assessor-  Recorder 

• Public  Defender 

• Supervisors  for  Districts  2,  4,  6,  8 and  10 

• Three  members  of  SF  Board  of  Education 

• Three  members  of  SF  Community  College  Board 

• Director  of  BART  Board  of  District  8 

Voters  will  also  be  voting  on  state  and  local  propositions. 

In  March  2002,  San  Francisco  voters  passed  a City  Charter  Amendment  to  require  the  use  of 
Ranked-Choice  Voting  or  RCV,  to  elect  most  officials. 

This  upcoming  election  all  voters  citywide  will  use  the  ranked-choice  voting  method  for  the  offices  of 
Assessor-Recorder  and  Public  Defender.  Also,  voters  in  five  Supervisorial  Districts  (2,  4,  6,  8 and 
10)  will  elect  their  supervisors  with  the  ranked-choice  voting  method. 

The  ranked-choice  ballot  has  three  columns,  allowing  voters  to  select  up  to  three  different 
candidates  - one  in  each  column  by  connecting  the  head  and  tail  of  the  arrow  pointing  to  their 
choice.  However,  voters  can  still  make  fewer  than  three  selections  if  they  choose  to  do  so.  The 
ranked-choice  ballot  also  has  a space  for  write-in  candidates  from  the  list  of  qualified  write-in 
candidates.  To  vote  for  a qualified  write-in  candidate,  voters  must  write  the  name  of  the  person  in  the 
space  marked  “Write-in”  and  connect  the  head  and  tail  of  the  arrow  pointing  to  the  “Write-In”  space. 

With  ranked-choice  voting,  if  a candidate  receives  a majority  (50%  + 1)  of  the  first-choice  votes  cast 
for  that  office,  that  candidate  is  declared  a winner,  which  eliminates  the  need  for  another  December 
run-off  election. 

However,  if  no  candidate  receives  a majority  of  the  first-choice  votes  cast,  a process  of  eliminating 
candidates  and  transferring  votes  begins  until  a candidate  has  a winning  majority. 
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ELECTION  DAY  RESPONSIBILITIES 
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Election  Center 


CLERKS:  There  are  3,000  clerks  that  help  voters  on  Election  Day.  The  Department  assigns  three 
clerks  to  each  precinct.  Clerks  work  as  a team  under  the  direction  of  an  Inspector.  Each  Clerk  is 
assigned  a job,  and  jobs  are  rotated  throughout  the  day.  The  three  Clerk  positions  are:  Roster  and 
Street  Index  Clerk,  Ballot-Issuing  Clerk  and  Voting  Machine  Clerk.  One  of  the  pollworkers 
should  volunteer  his/her  cell  phone  to  act  as  the  precinct  contact  number  and  should  remain  with  the 
Inspector  until  all  ballots  are  picked  up  at  the  end  of  election  night. 


INSPECTORS:  The  Department  assigns  561  Inspectors  to  precincts  throughout  the  City.  The 
Inspector  is  the  onsite  manager  of  the  polling  place.  Inspectors  have  specific  duties  that  include 
picking  up  election  materials  prior  to  Election  Day  and  transporting  them  to  the  assigned  polling 
place,  opening  and  closing  the  precinct,  and  coordinating  the  duties  of  the  clerks.  Inspectors  must 
remain  at  the  polling  place  after  closing  until  all  items  are  picked  up. 


FIELD  ELECTION  DEPUTIES  (FEDs):  The  Department  assigns  60  FEDs  to  support  the  561 
precincts  throughout  the  City.  Each  FED  is  responsible  for  approximately  9 precincts. 

On  Election  Day  morning,  FEDs  ensure  that  the  precincts  open  on  time  and  deliver  additional 
ballots.  Throughout  Election  Day,  FEDs  provide  technical  and  procedural  support.  To  ensure  proper 
voting  procedures  are  followed,  FEDs  may  ask  questions,  observe  precinct  activity,  make 
recommendations  and  excuse  personnel. 

ELECTION  CENTER:  The  main  objective  of  the  Election  Center  is  to  make  trained  staff  available  to 
answer  questions  and  troubleshoot  issues  over  the  phone.  When  an  issue  reported  by  a pollworker 
requires  immediate  attention,  Election  Center  staff  dispatch  a FED  to  the  precinct  to  resolve  the 
problem. 
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POLLWORKER  MISSION  STATEMENT 


✓ PROTECT  THE  RIGHTS  OF  EVERY  VOTER 

S PROVIDE  RESPECTFUL  SERVICE  TO  ALL  VOTERS 

✓ ENSURE  ASSISTANCE  TO  THOSE  WHO  NEED  IT 

While  upholding  the  three  tenets  of  this  mission  statement,  Pollworkers  serve  the  needs  of  voters  as 
they  exercise  their  right  to  vote. 

S PROTECT  THE  RIGHTS  OF  EVERY  VOTER 

To  ensure  the  integrity  of  the  election  process  you,  as  a Pollworker,  must  know  the  following  voting 
rights  as  they  appear  on  the  Voter  Bill  of  Rights  poster,  which  must  be  posted  conspicuously  inside 
and  outside  each  polling  place  on  Election  Day. 

1.  The  Right  to  cast  a ballot  if  you  are  a valid  registered  voter. 

A valid  registered  voter  means  a United  states  citizen  who  is  a resident  in  this  state,  who  is  at  least 
18  years  of  age  and  not  in  prison  or  on  parole  for  conviction  of  a felony,  and  who  is  registered  to 
vote  at  his  or  her  current  residence  address. 

2.  The  Right  to  cast  a provisional  ballot  if  your  name  is  not  listed  in  the  Roster  of  Voters. 

3.  The  Right  to  cast  a ballot  if  you  are  present  and  in  line  at  the  polling  place  prior  to  the 
close  of  the  polls. 

4.  The  Right  to  cast  a secret  ballot  free  from  intimidation. 

5.  The  Right  to  receive  a new  ballot  if,  prior  to  casting  your  ballot,  you  believe  you  made  a 
mistake. 

If  at  any  time  before  a voter  finally  casts  his/her  ballot,  he/she  feels  they  have  made  a mistake,  they 
have  the  right  to  exchange  the  spoiled  ballot  for  a new  ballot. 

6.  The  Right  to  receive  assistance  in  casting  your  ballot,  if  you  are  unable  to  vote  without 
assistance. 

7.  The  Right  to  return  a completed  absentee  ballot  to  any  precinct  in  the  county. 

8.  The  Right  to  election  materials  in  another  language,  if  there  are  sufficient  residents  in  your 
precinct  to  warrant  production. 

9.  The  Right  to  ask  questions  about  election  procedures  and  observe  the  elections  process. 

Voters  have  the  right  to  ask  questions  regarding  election  procedures  and  to  receive  an  answer  or  be 
directed  to  the  appropriate  official  for  an  answer.  However,  if  persistent  questioning  disrupts  the 
execution  of  their  duties,  the  pollworkers  may  discontinue  responding  to  questions. 

10.  The  Right  to  report  any  illegal  or  fraudulent  activity  to  a local  elections  official  or  to  the 
Secretary  of  State's  Office. 
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✓ PROVIDE  RESPECTFUL  SERVICE  TO  ALL  VOTERS 

Showing  respect  for  all  voters  protects  their  rights  and  provides  a positive  service.  You,  as  a 
Pollworker,  should  be  committed  to  creating  a positive  experience  for  voters  throughout  Election 
Day.  When  communicating  with  a voter,  be  aware  of  how  you  look,  sound  and  listen.  Always  be 
ready  to  help  when  assistance  is  needed! 

How  you  look 

Smile!  A smile  is  nearly  always  a welcome  greeting.  In  the  precinct,  your  smile  helps  voters  feel  at 
ease  and  shows  your  readiness  to  serve.  Make  eye  contact!  Looking  directly  at  the  voter  means  that 
you  are  paying  attention  and  taking  the  time  to  listen.  It  is  an  encouraging  gesture  that  provides 
positive  feedback  to  the  voter. 

How  you  sound 

To  convey  a helpful  message,  use  positive  words  and  phrases  such  as  "Sorry  to  keep  you  waiting," 
"Thanks  for  your  patience,"  "You're  welcome,"  and  "It's  been  a pleasure  helping  you." 

How  you  listen 

Listen  with  your  eyes  and  your  ears  and  do  your  best  to  understand  what  voters  are  asking  and  how 
they  are  asking  it.  It  is  important  to  let  voters  know  that  you  care  about  their  concerns.  Address  their 
questions  politely  and  be  sensitive  to  the  unique  needs  each  voter  may  have. 

Be  ready 

Being  ready  to  serve  voters  is  the  hallmark  of  exceptional  public  service.  Study  all  the  materials  that 
were  given  to  you  during  the  training  class.  Conveying  knowledge  about  information  and  services 
will  help  you  gain  voters’  trust  and  confidence  in  the  election  process. 

✓ ENSURE  ASSISTANCE  TO  THOSE  WHO  NEED  IT 

As  a Pollworker,  you  will  encounter  voters  with  a variety  of  different  needs.  Your  role  is  to  ensure 
that  all  voters  are  treated  fairly  and  equally  regardless  of  how  they  look  or  what  language  they 
speak.  In  order  to  achieve  this,  you  must  be  considerate  and  patient,  show  everyone  respect, 
anticipate  voters’  needs,  and  offer  patient  assistance  whenever  possible. 

Be  patient  and  do  not  assume 

If  your  reaction  is  to  immediately  jump  up  to  help  someone  who  appears  to  be  in  need  of  assistance, 
stop  and  think  for  a moment.  Ask  yourself  if  they  really  need  your  help.  Maybe  they  would  prefer  to 
have  the  opportunity  to  vote  without  assistance.  Most  people  will  request  assistance  if  they  need  it. 
Be  patient  when  trying  to  understand  the  needs  of  a voter.  The  best  thing  you  can  do  is  to  ask  if  you 
are  not  sure.  Listen  before  you  act,  so  you  understand  what  a voter  is  trying  to  communicate  to  you. 
If  you  offer  assistance  and  the  voter  declines,  do  not  insist. 

Respect  all  languages  and  cultures 

Be  culturally  sensitive  both  in  your  actions  and  remarks.  Ensure  that  voters  of  all  backgrounds  are 
able  to  participate  comfortably  in  the  voting  process. 
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OPENING  PROCEDURES  CHECKLIST 


□ POLLWORKERS  MUST  ARRIVE  AT  6:00  A.M. 

□ PLUG  IN  THE  EAGLE  AND  ENSURE  THE  FOLLOWING: 

• Precinct  number  posted  on  the  control  panel  lid  matches  the  precinct  number  preprinted  on 
the  ballot  cards 

• Red  and  green  counter  lights  are  ON.  LED  screen  reads  zero 

• All  Eagle  bins  are  empty 

• Eagle  tape  shows  zero  votes  for  all  contests 

□ SET  UP,  PLUG  IN  AND  TURN  ON  THE  AUTOMARK  AND  ENSURE  THE  FOLLOWING: 

• Red  counter  light  is  ON 

• Green  counter  light  is  ON  after  the  key  is  turned  to  the  ON  position 

• The  AutoMARK  is  set  up  in  the  middle  of  the  blue  table 

• Headphone  jacks  are  working  correctly 

• Privacy  shield  is  set  up 

For  detailed  procedures  on  how  set  up  the  AutoMARK  refer  to  page  22. 

□ SET  UP  THE  POLLING  PLACE  AND  ENSURE  THE  FOLLOWING: 

• Voting  booths  are  set  up  (page  8) 

• Tables  and  chairs  are  set  up 

• Inside  and  outside  signs  are  posted  (page  9) 

• Election  and  Voter  assistance  and  AutoMARK  tables  are  organized  (page  10) 

□ TAKE  THE  OATH  AND  SIGN  THE  DOCUMENTS 

• The  Inspector  must  administer  the  Oath  of  Office  to  all  Pollworkers 

• Each  Pollworker  must  sign  three  documents: 

1 . The  Declaration  of  Pollworkers 

2.  The  Pollworker  Payroll  and  Oath  sheet 

3.  The  Eagle  tape 

□ VERIFY  PRECINCT  AND  BILINGUAL  STAFFING  REQUIREMENTS 

• The  Inspector  must  call  the  Election  Center,  if  any  Pollworkers  have  not  shown  up  by  6:30 
A.M. 

□ DISTRIBUTE  JOB  CARDS  AND  NAMETAGS;  ASSIGN  BREAKS 

• The  Inspector  must  distribute  job  cards  and  nametags,  create  a break  schedule  and: 

1 . Designate  one  clerk  to  stay  until  the  ballots  are  picked  up  after  the  polls  are  closed 

2.  Designate  a cell  phone  to  be  used  to  communicate  with  the  Election  Center  and  FED 

□ AT  7:00  A.M.  ANNOUNCE:  “THE  POLLS  ARE  NOW  OPEN!”  (California  Elections  Code 
14213) 

□ SHOW  ZERO  VOTES  TO  FIRST  VOTER  (CEC  14215) 

• First  voter  should  confirm  that  the  Eagle  Bins  and  Red  Supply  Box  are  empty 

• First  voter  should  confirm  that  the  Eagle  Tape  and  LED  screen  show  zero  votes  cast 

• First  voter  should  sign  the  Eagle  Tape 

□ LOCK  EAGLE  BINS,  SEAL  AND  SIGN  RED  BOX,  AND  BEGIN  PROCESSING  VOTERS 

IMPORTANT:  If  you  cannot  get  into  your  polling  place  at  6:00  A.M.,  or  if  the  Eagle  or 
AutoMARK  malfunction,  call  the  Election  Center  and  notify  your  FED  immediately! 
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SETTING  UP  THE  POLLING  PLACE 


Some  of  the  polling  place  equipment  and  supplies  are  delivered  to  the  precinct  by  Department  staff 
before  Election  Day  and  need  to  be  set  up  prior  to  opening  the  polls.  These  items  are: 

S Eagle  and  AutoMARK  voting  equipment  s Red  Box  containing  election  materials 

Y Privacy  screen  for  AutoMARK  s Two  tables  and  five  chairs 

s Voting  booths  s Polling  place  signs 

Use  the  Polling  Place  Diagram  below  as  a guideline  to  guarantee  efficient  voter  processing  and  the 
smooth  flow  of  traffic.  Pay  special  attention  to  the  following: 

• The  election  table  and  voting  booths  must  be  set  up  so  that  Pollworkers  can  observe  the  voting 
booths  from  the  side  without  being  able  to  see  inside  (CEC  14110) 

• Make  sure  that  the  Eagle  and  AutoMARK  voting  machines  and  the  Red  Box  (used  to  store  voted 
AutoMARK,  Absentee,  Provisional,  Spoiled  and  Surrendered  ballots,  and  completed  Voter 
Registration  Cards)  are  visible  to  all  voters  and  within  reach  of  the  Voting  Machine  and  Ballot- 
Issuing  Clerk  (CEC  14211) 

• Keep  in  mind  that  not  all  polling  places  are  the  same  shape  or  size.  Some  sites  will  require  a 
special  set  up.  Please  use  your  best  judgment  and  remember  to  set  up: 

s A 4 foot  wide  path  of  travel  through  the  polling  place 

s A 5 foot  clear  space  for  wheelchairs  to  turn  around  in  front  of  the  pollworker  table 

• Be  aware  of  hazards  such  as,  protruding  objects,  drains,  etc.,  which  may  be  along  the  path  of 
travel.  You  should  place  a safety  cone  to  redirect  voters  away  from  such  hazards. 


• Secure  electrical  cables  to  the  floor  with  masking  tape,  but  never  in  front  of  doorways.  Make  sure 
to  run  the  tape  along  the  length  of  the  cord,  as  in  the  example  below: 


• Some  Inspectors  Folders  will  contain  special  instructions  on  how  to  set  up  a polling  place.  You 
must  follow  these  instructions  by  law. 
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SETTING  UP  THE  VOTING  BOOTHS 


Follow  these  steps  to  assemble  voting  booths  safely  and  securely: 


1 .  Place  the  suitcase-like  voting  booth  on  the 
table.  Open  lid. 


2.  Pop  open  black  flaps  and  pull  out  legs 
(silver  rods).  Close  flaps  and  lock  the  suitcase. 


3.  Flip  the  voting  booth  onto  its  lid.  Put  the  leg  4.  Flip  voting  booth  over  and  stand  it  upright  on 
sections  together.  Insert  legs  into  leg-holes,  its  legs.  Unlock  latch  and  open  lid. 
twisting  each  leg  clockwise  until  it  is  secured. 


5.  Lift  gray  panels  and  insert  them  into  corner 
slots  (inside  lid).  Make  sure  that  the  “How  to 
Mark  Your  Ballot”  sign  is  posted  inside  the 
booth  throughout  Election  Day.  Unwind 
electrical  cord.  The  plug  is  under  a labeled  flap 
next  to  the  light  on  the  right  side. 


6.  Plug  booth  lights  into  each  other  in  a chain- 
like formation.  Plug  last  electrical  cord  into 
wall.  Place  one  ballot-marking  pen  in  each 
booth.  Remove  pen  caps  and  store  separately 
in  Supply  Bag  (Rice  Bag). 


POSTING  THE  SIGNS 


Post  the  signs  below  prior  to  opening  of  the  polls 


POLLING  PLACE 


Two  “No  electioneering 
within  100”’  signs  found  in 
Red  Box.  Post  100’,  in  either 
direction,  from  the  room 
where  voting  takes  place. 
Measure  100’  by  walking  30 
paces. 


poster  found  in  Red  Supply  Box.  Post 
one  inside  and  one  outside  polling 
place  entrance. 


instructions”  poster  found 
in  Red  Supply  Box.  Post 
inside  polling  place  where  it 
is  most  visible  to  voters. 


Large  vinyl  “Polling  Place 
Vote  Here”  sign  with 
American  Flag  delivered  to 
your  precinct.  Hang  this  sign 
or  lean  it  against  a wall 
outside  entrance  to  the 
polling  place,  visible  to 
voters. 


“Polling  place” 
directional  sign 

with  cone  delivered 


to  your  precinct. 
Place  this  cone 
where  it  is  most 
visible  to  voters 
near  to  the  polling 
place  entrance. 


I Polling 

! PLACE 


“Polling  place” 
sign  found  in  the 
Red  Box.  Write  your 
precinct  number  on 
it.  Post  this  sign 
where  it  is  most 
visible  to  voters, 
near  to  the  polling 
place  entrance 


“No  campaigning”  sign 

with  wire  frame  delivered  to 
your  precinct.  Stake  into  soft 
ground  in  front  of  polling 
place. 


“Accessible  entrance”  sign 

found  in  the  Inspector  Folder 
(accessible  precincts  only). 
Post  in  front  of  the 
accessible  entrance,  which 
must  remain  open  the  entire 
time  the  polling  place  is 
open. 


“Ranked-choice 
voting”  Poster 

found  in  Red  Box. 
Post  inside  polling 
place  where  it  is 
most  visible  to 
voters. 


“Posted”  copy  of 
Street  Index  found 
in  the  Inspector 
Folder.  Post  near 
polling  place 
entrance.  It  must  be 
replaced  if  removed 
any  time  during 
Election  Day. 


“Warning  Sign”  Poster 

(Equipment  Tampering) 
found  in  Red  Box.  Post 
inside  polling  place  where  it 
is  most  visible  to  voters. 
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SETTING  UP  ELECTION,  VOTER  ASSISTANCE  AND  AUTOMARK  TABLES 


Using  this  checklist,  place  and  keep  the  following  materials  on  the  Election  Table  (white  table)  all 
day: 

Election  Table  Checklist 


Inspector  Folder  Materials 

□ Roster  of  Voters  □ 

□ Pink  Roster  of  Voters  □ 

□ “Table”  copy  of  Street  Index 

□ Official  Write-in  Candidates  List  □ 

□ Blue  Polling  Place  List  □ 

□ Multicolored  Ballot  Tent  Card  □ 


Inspector  Supply  Bag  Materials 

Official  Eagle  Ballots 
“I  Voted”  Stickers 

Red  Box  Materials 
Blue  Secrecy  Folders 
Yellow  Secrecy  Envelopes 
Green  Multilingual  Voter  Services  Tent  Card 


Keep  official  AutoMARK  ballots  under  the  Election  Table,  so  that  they  can  be  easily  accessed  if  a 
voter  requests  to  use  the  AutoMARK. 


Set  up  second  table  near  the  Election  Table  in  L-shaped  formation.  Using  this  checklist,  place  and 
keep  the  following  materials  on  Voter  Assistance  and  AutoMARK  Table  (blue  table)  all  day: 


Voter  Assistance  and  AutoMARK  Table  Checklist 


Inspector  Folder  Materials 

□ Precinct,  Citywide,  Ballot  Type  maps  □ 

Inspector  Supply  Bag  Materials  □ 

□ Pink  Provisional  Envelopes  (PV)  □ 

□ Voter  Information  Pamphlets  (VIP)  □ 

□ Ballot  marking  and  regular  pens 

□ 


Red  Box  Materials 

Voter  Registration  Cards 
Multilingual  Voter  Services  Brochures 
Yellow  demonstration  ballot  pads 
Americans  with  Disabilities  Act  (ADA) 
required  materials:  Magnifying  lens,  pen  grips 
Delivered  to  the  Polling  Place 
AutoMARK 


Place  AutoMARK  voting  machine  in  the  center  of  the  Voter  Assistance  and  AutoMARK  Table, 
so  that  it  is  accessible  to  voters  with  specific  needs.  voter 


Tables  Setup 
Diagram 


Ballot-Issuing 

Clerk 


T 


Box  with 
AutoMARK 
Ballots 

(under  the 
table) 


Roster  and  Street 
Index  Clerk 
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Voter  Assistance  and 
AutoMARK  Table 
(blue  table) 


ADMINISTERING  THE  OATH  AND  SIGNING  THE  DOCUMENTS 


The  Inspector  must  administer  the  Oath  of  Office  to  all  Pollworkers  and  have  them  sign  the 
Declaration  of  Pollworkers  found  inside  the  front  cover  of  the  Roster  of  Voters  and  the 
Pollworker  Payroll  and  Oath  Sheet  - a 11x17  form  found  in  the  Inspector  Folder,  pre-printed  with 
names,  addresses  and  phone  numbers  of  all  Pollworkers  assigned  to  the  precinct. 

Pollworker  stipend  checks  will  be  mailed  to  the  address  indicated  on  the  Pollworker  Payroll  and  Oath 
Sheet.  Therefore,  when  signing  this  document  Pollworkers  should  verify  that  their  information  is 
correct,  and  make  any  necessary  corrections  directly  on  the  sheet. 

The  Inspector  must  verify  that  all  Pollworkers  whose  names  are  preprinted  on  the  Pollworker  Payroll 
and  Oath  Sheet  are  present  at  the  precinct.  If  one  of  the  Pollworkers  is  missing,  the  Inspector  must 
cross  out  the  name  of  the  absent  Pollworker.  If  a Pollworker  other  than  the  ones  preprinted  on  this 
sheet  is  present  at  the  precinct,  the  Inspector  must  print  the  Pollworker’s  information,  initial  it  and 
have  the  Pollworker  sign  it. 

The  Inspector  must  designate  one  person  whose  cell  phone  will  be  used  to  communicate  with  the 
Department  of  Elections  staff  on  Election  Day.  The  Inspector  must  place  an  “X”  next  to  the 
appropriate  Pollworker’s  name  on  the  Pollworker  Payroll  and  Oath  Sheet  to  authorize  pay. 

A $5  fee  will  be  paid  to  only  one  designated  person  per  precinct. 

The  Inspector  must  designate  one  clerk  who  will  remain  with  him/her  at  the  polling  place  at  the  end 
of  Election  Day  until  all  election  items  are  picked  up.  The  Inspector  must  place  an  “X"  next  to  the 
appropriate  Pollworker’s  name  on  the  Pollworker  Payroll  and  Oath  Sheet  to  authorize  pay. 

A $5  fee  will  be  paid  to  only  one  designated  clerk  per  precinct. 


VERIFYING  BILINGUAL  STAFFING  REQUIREMENTS 


Bilingual  Pollworkers  are  required  to  be  staffed  at  the  applicable  precincts  by  law  (CEC  12303).  The 

Precinct  Staffing  and  Bilingual  Requirement  Form  found  in  the  Inspector  Folder  indicates  the 

specific  Bilingual  Pollworker  staffing  requirements  for  the  precinct. 

In  many  cases,  a precinct  will  have  more  Bilingual  Pollworkers  assigned  than  are  required, 
but  it  is  imperative  that  at  the  very  least,  minimum  requirements  are  met.  The  Inspector  must 
call  the  Election  Center  immediately  if  the  minimum  number  of  required  Bilingual  Pollworkers 
has  not  shown  up  on  Election  Day.  The  Election  Center  will  dispatch  a replacement 
Pollworker  as  soon  as  possible. 

• The  replacement  Pollworker  will  bring  a Standby  Appointment  Letter  with  a precinct 
assignment  on  it. 

• The  Inspector  must  add  the  replacement  Clerk’s  name  on  the  Payroll  and  Oath  Sheet,  cross 
out  the  name  of  the  absent  Pollworker  and  initial  the  change. 

• The  Inspector  must  administer  the  Oath  of  Office  and  have  the  replacement  Pollworker  sign 
the  Declaration  of  Pollworkers  and  the  Payroll  and  Oath  Sheet. 

In  the  event  that  any  of  the  non-bilingual  Pollworkers  have  not  shown  up  by  6:30  A M.,  call 
the  Election  Center  immediately. 
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DISTRIBUTING  JOB  CARDS  AND  NAMETAGS;  ASSIGNING  BREAKS 


Job  Cards 

The  Inspector  must  assign  a specific  job  to  each  Clerk  on  Election  Day  and  distribute  the  Job  Cards 
found  in  the  Inspector  Folder. 

Nametags 

The  Inspector  must  distribute  the  nametags  found  in  the  Inspector  Folder  and  ensure  that  all 
Pollworkers  wear  them  (CEC  14105).  Nametags  are  to  be  clearly  visible  at  all  times  throughout 
Election  Day.  Bilingual  Pollworkers  must  wear  nametags  pre-printed  in  the  language  they  speak. 

Break  Schedule 

The  Inspector  must  put  together  a break  schedule  for  all  Pollworkers  using  the  following  guidelines: 

S (2)  one-hour  breaks  (morning  and  afternoon) 

S (4)  15-minute  breaks 

No  one-hour  breaks  should  be  scheduled  between  7:00  A.M.  - 9:00  A.M.  and  5:00  P.M.  - 8:00  P.M., 
as  this  is  when  voter  traffic  is  heaviest.  All  Pollworkers  must  be  present  at  the  closing  of  the  polls 
( CEC  14400).  A sample  Pollworker  break  schedule  can  be  found  in  the  Inspector  Folder. 
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INSPECTOR  PRE-  ELECTION  JOB  CARD 


Your  job  as  Inspector  begins  the  weekend  before  the  election.  There  are  many  things  to  remember. 
Use  this  checklist  to  mark  each  task  as  you  complete  it. 

□ Don’t  forget  to  vote!  Early  voting  starts  on  October  10  at  City  Hall  or  you  can  vote  by  absentee 
ballot.  The  last  day  to  request  an  absentee  ballot  be  mailed  to  you  is  October  31 . 

□ Pick  up  the  Supply  Bag  (Rice  Bag)  after  attending  the  training  class.  Check  that  you  have 
ballots  and  the  Inspector  Folder  with  all  the  materials,  including  the  Roster  for  your  precinct.  If 

anything  is  missing,  call  the  Pollworker  Division  immediately  at  554-4395. 

□ Using  the  numbers  on  the  Precinct  Staffing  and  Bilingual  Requirement  Form,  call  each  of 
your  Clerks  by  the  Sunday  night  before  Election  Day  to  confirm  they  know  the  location  of  the 
polling  place.  Remind  them  that  they  must  arrive  by  6:00  A.M.  If  any  of  your  clerks  will  be  late 
or  unable  to  make  it,  call  the  Pollworker  Division  immediately  at  554-4395. 

□ Using  the  number  on  the  Precinct  Staff  Review  Form,  call  the  polling  place  contact  person  and 
confirm  that  the  precinct  will  be  opened  on  time.  If  you  are  required  to  open  the  polling  place, 
make  sure  the  keys  are  in  your  Inspector  Folder. 

□ Expect  a call  from  your  FED.  Notify  your  FED  if  any  of  your  clerks  will  be  late  or  unable  to  make  it 

on  Election  Day.  If  you  have  not  received  a call  from  your  FED  by  Monday  night,  call  the 
Pollworker  Division  immediately  at  554-4395. 

□ Visit  your  polling  place.  Verify  that  the  Eagle,  AutoMARK,  Red  Box  and  six  voting  booths, 
including  an  accessible  one,  have  been  delivered  to  the  precinct.  If  materials  have  not  arrived 
by  3pm  on  Monday  before  Election  Day  or  if  anything  is  missing,  call  and  leave  a message 
with  the  Precinct  Services  Division  at  554-4382. 

□ Using  the  gray  “Supplemental  Absentee  Voters”  list  (if  any)  in  the  Inspector  Folder,  write 
“AV”  in  RED  on  the  signature  line  in  the  Roster  next  to  the  name  of  each  voter  that  appears  on 
the  list. 

□ Attach  the  alphabetical  index  tabs  to  the  Roster  pages. 

□ Attach  the  purple  “Late-but-eligible  Voters”  list  (if  any)  in  the  Inspector  Folder  to  the  last  page 
of  the  white  pages  of  the  Roster. 

□ Copy  BCF  Total  1 and  BCF  Total  2 directly  from  Section  1 of  the  Ballot  Custody  Form  (BCF) 
to  Section  A of  the  Ballot  Card  Statement  (BCS). 

□ Study  the  Pollworker  Training  Manual  and  review  these  tips. 

1.  Arrive  prepared.  Know  before  you  walk  through  the  door  what  your  duties  and  tasks  are. 
Being  well  prepared  will  help  you  to  organize  your  team  better  and  earn  their  respect. 

2.  Set  your  team  up  to  succeed.  Do  a quick  assessment  of  clerks’  abilities  and  assign  jobs 
accordingly.  Let  your  team  know  what  you  expect,  then  follow  up  on  their  tasks. 

3.  Acknowledge  everyone.  Everyone  likes  to  be  noticed  and  appreciated.  Offer 
encouragement  and  don’t  be  afraid  to  ask  your  experienced  clerks  for  help. 

4.  Be  a team  player.  Express  yourself  positively  with  your  team  and  with  voters.  Show  team 
spirit  by  stepping  into  different  roles  when  your  clerks  are  out  on  break. 

5.  Resolve  issues  calmly  and  respectfully.  Do  not  allow  any  conflicts  to  disrupt  the  voting 
process.  If  you  are  unable  to  resolve  an  issue,  call  your  FED  for  support. 
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INSPECTOR  ELECTION  DAY  JOB  CARD 


It  is  the  Inspector’s  responsibility  to  lead  by  example  and  ensure  that  Pollworkers  are  courteous  to  all 
voters  and  sensitive  to  those  with  specific  needs. 

OPENING  TASKS 

□ Supervise  opening.  Check  off  tasks  on  the  Opening  Procedures  Checklist  (page  6) 

□ Hand  out  Job  Cards  and  have  each  Clerk  follow  the  opening  tasks  as  listed  on  the  Job  Cards 

□ Set  up  the  voting  equipment  with  assistance  from  Voting  Machine  Clerk 

□ Supervise  Pollworkers,  delegate  duties  and  explain  tasks  when  necessary.  Be  ready  to  handle  all 
procedural  questions  and  step  into  any  Clerk’s  role. 

DURING  ELECTION  DAY 

□ At  7:00  A.M.  announce,  “The  polls  are  now  open!”  and  have  the  first  voter  confirm  that  the  Eagle 
Bins  and  Red  Box  are  empty  and  that  the  LED  screen  and  tape  show  zero  votes  cast 

□ Assist  voters  in  using  AutoMARK  ballot-marking  device  when  needed  (pages  24-25) 
s Store  unused  AutoMARK  ballots  in  boxes  under  the  election  table 

^ Issue  AutoMARK  ballots  ONLY  when  a voter  requests  to  use  AutoMARK  . 
s Remember  to  detach  stubs  and  place  AutoMARK  ballot  cards  in  Yellow  Secrecy  Envelopes 
s Remind  voters  to  place  marked  AutoMARK  ballots  in  Yellow  Secrecy  Envelopes  and  drop 
them  into  the  Red  Box.  Assist  voters  as  needed 
v'  Drop  spoiled  AutoMARK  ballot  cards  into  Red  Box 

□ Ensure  observers  and  media  do  not  impede,  interfere,  or  interrupt  the  voting  (CEC  14223) 

□ Remove  Electioneering  materials  within  100’  of  the  polling  place  (CEC  18370) 

□ Monitor  Pollworker  breaks 

□ Maintain  contact  with  the  FED  and  Election  Center 

□ Ensure  that  Pollworkers  respect  the  rights,  needs  and  privacy  of  all  voters 

CLOSING  TASKS  CHECKLIST 

□ At  8:00  P.M.  announce,  “The  polls  are  now  closed!”  (CEC  14401) 

□ Supervise  closing.  Check  off  tasks  on  the  Closing  Procedures  Checklist  (pages  36-37). 

□ Shut  down  the  voting  machines 

□ Transfer  grand  totals  from  each  Clerk’s  Job  Card  into  the  official  Ballot  Card  Statement  (BCS) 

(a  triplicate  document  located  on  the  back  cover  of  the  Roster) 

□ Post  pink  copy  of  the  BCS  outside  the  polling  place  alongside  with  the  “Totals  Only”  tape 

□ Have  the  Pink  Bubble  Bag  containing  the  memory  pack  and  signed  tape  ready  to  be  picked  up  by 

the  Parking  Control  Officer 

□ Have  all  appropriate  materials  laid  out  on  the  Election  Table  ready  for  pick  up  by  the  Deputy 
Sheriff 

S Seal  plastic  bags  and  have  each  Pollworker  sign  every  seal 
s Place  plastic  bags  and  cardboard  ballot  boxes  on  the  table  for  pick  up 
y'  Lock  Eagle  Bins  and  close  the  Red  Box  upon  Deputy  Sheriff  inspection 

□ Along  with  the  Deputy  Sheriff,  initial  for  all  bags  and  boxes  on  the  Ballot  Custody  Form  (BCF), 
kept  inside  the  Inspector  Folder  as  each  item  is  placed  into  the  Supply  Bag 

□ Along  with  the  Deputy  Sheriff,  sign  the  BCF 

^The  first  (gold)  copy  should  have  been  kept  by  DOE  staff  at  240  Van  Ness 
s Keep  the  second  (pink)  copy  for  your  record 

^The  Deputy  Sheriff  should  take  the  last  two  (yellow  and  white)  copies 
^Help  the  Deputy  Sheriff  out  to  the  van  with  the  Supply  Bag 

□ Assign  a clerk  to  be  “last-in-the-line”  to  allow  all  voters  that  arrived  by  8pm  cast  their  vote 
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ROSTER  AND  STREET  INDEX  CLERK  JOB  CARD 


OPENING  TASKS 

□ Assemble  the  Election  and  Voter  Assistance  and  AutoMARK  Tables  (page  10) 

□ Post  signs  (page  9) 

□ Help  set  up  voting  booths  and  voting  machines  (pages  8 and  22-23) 

DURING  ELECTION  DAY:  ITEMS  NEEDED  FOR  THE  JOB 

s Roster  of  Voters  Y Blue  Polling  Place  list 

S Pink  Roster  of  Voters  Y Precinct,  Citywide  and  Ballot  Type  maps 

Y Street  Index  (“Table”  and  “Posted”  copies)  Y Pink  Provisional  envelopes 


FIND  VOTER’S  NAME  IN  THE  ROSTER 

Ask  voter  for  their  name  and  address.  Follow  this  sample  conversation: 

Roster  Clerk:  “Good  Morning,  Madam.  May  I have  your  name  and  address  please?” 

Voter:  “My  name  is  Cameron  Dali.  I live  at  123  Main  Street.”  (Locate  voter’s  name). 
Roster  Clerk:  “Did  you  say  Cameron  Dali?” 

Voter:  “Yes.” 

Roster  Clerk:  “Did  you  say  123  Main  Street?” 

Voter:  “Yes.” 

Roster  Clerk:  “Please  sign  here.  ” 

• Find  voter’s  last  name  either  in  the  white  pages  (Active  Voters  list),  the  attached  purple  pages 
(Late-but-eligible  Voters  list),  or  the  green  pages  (Inactive  Voters  list) 

• Ask  the  voter  to  sign  in  the  space  to  the  right  of  his  or  her  name 


IF  VOTER’S  NAME  IS  NOT  FOUND  IN  THE  ROSTER,  CHECK  THE  PINK  ROSTER 

IMPORTANT:  Any  voter  found  in  the  Pink  Roster  should  NOT  sign  the  Roster 

• Voters  in  the  Pink  Roster  must  vote  provisionally 

• If  voter’s  name  is  found  in  the  Pink  Roster,  make  a check  by  that  voter’s  name 

• Have  the  voter  read  the  statement  inside  the  front  cover  of  the  Pink  Roster  which  explains  why 
voters  listed  there  must  vote  a provisional  ballot 

• Indicate  that  any  voters  listed  in  the  Pink  Roster  must  provide  a California  Drivers  License  or  ID 
number  in  the  assigned  section  of  the  Pink  Provisional  envelope.  If  the  voter  does  not  have 
either,  they  may  provide  the  last  four  digits  of  their  Social  Security  Number. 

• Conduct  provisional  voting  following  instructions  on  the  back  side  of  your  Job  Card 


“AV  BALLOT  ISSUED”  PRINTED  OR  “AV”  MARKED  IN  RED  ON  SIGNATURE  LINE  OF  THE 
ROSTER 

IMPORTANT:  Voters  who  cannot  surrender  their  AV  ballots  must  vote  provisionally! 

• If  a voter  has  an  absentee  ballot  (AV)  with  them,  ask  if  he  or  she  wants  to  drop  it  off 

• If  YES,  check  envelope  to  ensure  it  is  sealed  and  signed;  have  voter  drop  it  into  the  Red  Box 

• If  NO,  ask  if  voter  would  like  to  vote  in  the  precinct.  If  so,  voter  must  surrender  the  AV  ballot 
> To  surrender  an  AV  ballot,  you  must: 

Y Write  “SURRENDERED”  across  the  back  of  the  AV  envelope  (if  present)  and  AV  ballot 

Y Drop  surrendered  AV  ballot  and  AV  envelope  (if  present)  into  the  Red  Box 

Y Have  voter  sign  over  “AV  Ballot  Issued”  in  the  Roster  and  process  as  a typical  voter 
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IF  VOTER’S  NAME  IS  NOT  FOUND  IN  THE  ROSTER  OR  PINK  ROSTER 

• Redirect  the  voter  to  his  or  her  home  polling  place  using  the  precinct  and/or  citywide  maps  along 
with  the  Blue  Polling  Place  list 

• If  a voter  does  not  wish  to  be  redirected,  conduct  provisional  voting 

CONDUCT  PROVISIONAL  VOTING 

• POLLWORKER  completes  the  top  section  and  section  1 of  the  Pink  PV  envelope: 

> Top  Section:  Precinct  #,  Supervisorial  district  and  ballot  type  # 

> Reason(s)  for  voting  provisionally 

• VOTER  fills  out  sections  2 through  5 of  the  Pink  PV  envelope: 

> Name 

> Current  residential  address 

> Date  of  birth 

> Previous  address  (only  if  the  voter  has  moved  without  re-registering) 

> Signature  and  date 

• Direct  the  voter  to  the  Ballot-Issuing  Clerk  to  receive  the  ballot 

• After  the  voter  completes  the  ballot,  verify  that  the  Pink  PV  envelope  is  signed,  sealed  and  filled 
out  completely  and  legibly.  Detach  the  receipt  on  the  back  and  give  it  to  the  voter 

• Return  PV  envelope  to  the  voter  and  instruct  voter  to  drop  it  into  the  Red  Box 

UPDATE  THE  STREET  INDEX 

• Keep  the  “Table”  copy  on  the  Election  Table  and  the  “Posted”  copy  outside  the  entrance 

• When  a voter  signs  the  Roster,  find  the  voter’s  address  in  the  “Table”  copy  of  the  Street  Index 
(look  up  street  name  first,  then  street  number,  then  name)  and  record  the  hour  next  to  voter’s 
name.  For  example,  if  a voter  signs  the  Roster  at  2:59  p.m.,  record  the  time  as  “2”. 

• At  the  end  of  every  hour,  update  the  “Posted”  Street  Index  by  drawing  a line  through  the  name  of 
each  voter  who  has  voted  in  the  past  hour  (CEC  14294) 

CLOSING  TASKS  CHECKLIST 

□ Count  voter  signatures  on  every  page  of  the  Roster-  white,  purple  and  green 

□ Record  page  totals  in  boxes  at  the  bottom  of  each  page  of  the  Roster 

□ Add  all  page  totals  together  and  record  the  grand  total  into  Section  J (see  below) 

□ Pack  Roster  into  Bag  #6.  Do  not  seal  this  bag  until  the  end  when  BCS  is  complete! 

□ Take  down  inside  and  outside  signs  and  place  them  in  the  Red  Box 

□ Pack  “Table”  copy  of  the  Street  Index  into  Bag  #6  and  “Posted”  copy  into  the  Red  Box 

□ Inform  the  Inspector  of  the  results  of  the  final  count  and  completion  of  your  tasks 


J Number  of  voter  signatures  in  the  Roster  (Bag  #6) 
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BALLOT-  ISSUING  CLERK  JOB  CARD 


OPENING  TASKS 

□ Assist  Roster  and  Street  Index  Clerk  in  setting  up  the  election  table 

□ Stack  Eagle  ballots  on  the  Election  Table  and  AutoMARK  ballots  under  the  Election  Table 

□ Help  set  up  voting  booths  and  voting  machines 

DURING  ELECTION  DA  Y 
RECITE  TO  EVERY  VOTER 

• “We  have  a new  assistive  device — the  AutoMARK — which  marks  a paper  ballot  for  voters  who 
would  otherwise  need  assistance.  Please  let  me  know  if  you  prefer  to  use  the  AutoMARK.  ” 

S If  so,  let  a voter  know  that  you  are  available  to  provide  additional  assistance  with  the 
AutoMARK  if  needed. 

s Remind  voters  to  read  instructions  on  the  AutoMARK  screen  before  voting  their  ballot. 

ISSUE  BALLOTS 

• Detach  stubs  from  each  ballot  card  in  front  of  the  voter. 

• Issue  Eagle  ballots  and  ballot  stubs  to  the  voter  in  the  Blue  Secrecy  Folders 

• Issue  AutoMARK  ballots  and  ballot  stubs  in  the  Yellow  Secrecy  Envelopes  upon  voter’s  request 
s Use  Multilingual  Ballot  Tent  Card  to  double  check  whether  you  issued  the  correct  number  of 

ballot  cards  to  a voter.  You  may  use  this  tent  card  to  answer  any  questions  a voter  may  have 
regarding  his/her  ballot. 

SPOIL  BALLOT  CARDS  WITH  ERRORS 

• To  spoil,  write  “SPOILED”  across  the  back  of  the  card  and  place  it  in  the  Red  Box 

• Do  not  spoil  an  entire  set  of  ballot  cards  unless  every  card  has  an  error 

• The  voter  is  entitled  to  only  three  sets  of  ballot  cards,  including  the  first  set  (CEC  14288) 

CLOSING  TASKS  CHECKLIST 

□ Open  the  Red  Box.  Count,  record  and  bag  the  contents 

□ Count  spoiled  ballot  cards,  AutoMARK  and  Eagle  separately.  Record  totals  into  section  E below. 
Pack  all  spoiled  cards  and  ballot  stubs  into  Bag  #4 

□ Count  voted  PV  envelopes.  Record  total  into  section  F below.  Pack  voted  PV  envelopes  along 
with  any  completed  voter  registration  cards  into  Bag  #5 

□ Count  voted  AV  envelopes.  Record  total  into  section  K below.  Pack  voted  AV  envelopes  into  Bag 
#7 

□ Count  surrendered  AV  ballot  cards  and  envelopes.  Record  totals  into  section  L below.  Pack 
surrendered  AV  ballot  cards  and  envelopes  into  Bag  #8 

□ Count  voted  AutoMARK  Yellow  Secrecy  Envelopes.  Record  total  into  section  G below.  Pack 
voted  envelopes  into  Bag  #9 

□ Inform  the  Inspector  of  the  results  of  the  final  count  and  completion  of  your  tasks 


E Number  of  Spoiled  Ballot  Cards  from  the  Red  Box  (Bag  #4) 

AutoMARK 

F Number  of  Voted  Provisional  Envelopes  from  the  Red  Box  (Bag  #5) 

1 

G Number  of  Voted  AutoMARK  Yellow  Secrecy  Envelopes  from  the  Red  Box  (Bag  #9)  | 

AutoMARK 

K Number  of  Voted  Absentee  Ballot  Envelopes  from  the  Red  Box  (Bag  #7) 

1 

L Number  of  Surrendered  Absentee  Ballot  Cards  and  Envelopes  from  the  Red  Box  (Bag  #8) 

Envelopes  (Do  not  open  sealed  envelopes)  j 
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VOTING  MACHINE  CLERK  JOB  CARD 


OPENING  TASKS 

□ Assist  Inspector  in  setting  up  voting  machines 

DURING  ELECTION  DAY:  ITEMS  NEEDED  FOR  THE  JOB 

S Eagle  Voting  Machine  s AutoMARK  Voting  Machine 

s Yellow  Multilingual  Eagle  Messages  Tent  Card  s Roll  of  “I  Voted”  stickers 
S AutoMARK  Privacy  Screen 

FOLLOW  THESE  RULES 

• Never  allow  voter  to  insert  AutoMARK  ballots  in  the  Eagle  machine 

• Remain  seated  behind  the  Eagle 

• Never  look  at  or  handle  a voted  ballot  unless  the  voter  requests  you  to  do  so 

• Never  read  or  explain  Eagle  message  unless  the  voter  requests  you  to  do  so 

REMIND  VOTERS  HOW  TO  INSERT  BALLOT  CARDS  INTO  THE  EAGLE 

• The  ballot  card  stubs  must  be  removed! 

• Ballot  cards  should  be  inserted  one  at  a time  in  any  orientation. 

BE  AVAILABLE  TO  ASSIST  VOTERS  IN  READING  OR  EXPLAINING  EAGLE  MESSAGE 

If  the  Eagle  returns  a voter’s  ballot  and  prints  a message,  follow  these  four  steps: 

1 . Recite  to  voter:  “There  is  a message  about  your  ballot  on  the  Eagle  tape  printed  here  in  red  (point 
to  the  message  on  the  tape).  Would  you  like  me  to  explain  it?” 

2.  If  so,  read  the  message  to  the  voter  (or  let  the  voter  read  it)  and  explain  it  accordingly: 


“Overvoted  Ballot”  It 

means  that  you 
selected  more 
candidates  than 
allowed  for  the  contest 
or  choice.  Your  vote  on 
the  contest  with  the 
overvote  will  not  be 
counted. 


“Unvoted  Choice” 

It  means  that  you  have 
not  selected  a 
candidate  in  one  or 
more  choices.  You 
have  the  opportunity  to 
select  one  candidate  in 
each  column. 


“Candidate  in  More 
Than  One  Choice” 

It  means  that  you 
selected  the  same 
candidate  more  than 
once.  Only  one 
selection  will  count. 


“Unvoted  Blank 
Ballot” 

It  means  that  you  have 
not  made  any 
selections  on  the  ballot 
card*. 
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3.  After  explaining  the  message  ask  the  voter:  “Is  this  what  you  intended?’’ 

If  Yes  - Press  #3  button  to  accept  the  ballot  card 

If  No  - Send  voter  to  the  Ballot-Issuing  Clerk  to  receive  a new  ballot  card* 

*lf  the  message  reads  “Unvoted  blank  ballot”,  there  is  no  need  to  spoil  the  ballot  card  - the  voter  may 
complete  blank  contest  or  choice 

4.  Use  the  Yellow  Multilingual  (Chinese  & Spanish)  Eagle  Messages  Tent  Card,  when  explaining 
Eagle  Messages  to  voters  with  limited  English  proficiency. 

AFTER  A VOTER  VOTES,  ISSUE  “I  VOTED”  STICKER 


CLOSING  TASKS  CHECKLIST 

□ Record  the  number  of  ballot  cards  from  LED  screen  into  section  C below 

□ Transfer  the  ballot  cards  from  Bin  #1  to  Bag  #1  and  ballot  cards  from  Bin  #2  to  Bag  #2 

□ Count  the  ballot  cards  from  the  Auxiliary  Bin.  Record  total  into  section  D below.  Pack  these  ballot 
cards  into  Bag  #3 

□ Count  unused  Eagle  ballot  cards,  precinct  and  generic  (if  any)  separately.  Record  total  into 
section  H below 

□ Count  unused  AutoMARK  ballot  cards,  precinct  and  generic  (if  any)  separately.  Record  total  into 
section  H below 

□ Inform  the  Inspector  of  the  results  of  the  final  count  and  completion  of  your  tasks 


C Number  indicated  on  the  Eagle  LED  Counter  (Bags  #1  and  #2) 

D Number  of  Ballot  Cards  from  the  Auxiliary  Bin  (Bag  #3) 

Precinct  Specific 

i — r 

H Number  of  Unused  Ballot  Cards 


Eagle 

Eagle 

Precinct  Specific 
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THE  EAGLE 


Since  the  year  2000,  San  Francisco  voters  have  been  using  an  optical  scanning  voting  machine 
called  the  “Eagle”.  Eagle  machines  receive,  store,  count  and  tabulate  the  votes. 

THE  EAGLE  HAS  TWO  MAIN  PARTS: 

• The  tabulator  (the  electronic  piece  on  top)  (pictured  below) 

• The  blue  ballot  bins  (three  separate  compartments)  (not  shown) 

EAGLE  KEYS 

A set  of  Eagle  keys  (one  red  and  one  green)  on  a cord  is  located  in  the  Inspector  Folder.  The 
Inspector  must  wear  these  keys  around  his  or  her  neck  throughout  Election  Day.  The  Eagle  keys 
must  stay  at  the  polling  place  at  all  times  throughout  Election  Day.  Therefore,  the  Inspector  should 
choose  a Clerk  to  wear  the  keys  while  he  or  she  is  out  on  break. 

• The  red  key  locks/unlocks  the  lid  of  the  control  panel  at  the  back  of  the  tabulator 

• The  green  key  locks/unlocks  the  blue  ballot  bin  doors 

BLUE  BALLOT  BINS 

• The  Eagle  has  three  bins:  Bin  #1 , Bin  #2,  and  the  front  Auxiliary  Bin 

• All  regular  ballot  cards  will  automatically  fall  into  Bin  #2 

• If  there  are  write-in  votes,  those  ballot  cards  will  fall  into  Bin  #1 

• The  Eagle  tabulates  regular  votes  automatically.  Department  of  Elections  employees  will  count 
votes  for  write-in  candidates  after  Election  Day. 

• The  Auxiliary  Bin  is  only  used  for  emergency  voting  when  the  Eagle  malfunctions 

THE  TABULATOR 

The  tabulator  consists  of  four  parts: 

1.  The  LED  screen  3.  The  control  panel 

2.  The  tabulator  slot  4.  The  Eagle  tape 


THE  LED  SCREEN  (front  display  area) 

The  LED  screen  is  on  the  front  face  of  the  tabulator.  It  has  three  functions: 

1 . The  red  power  light  indicates  that  the  Eagle  is  plugged  in 

2.  The  green  light  indicates  that  the  Eagle  is  ready  to  receive  and  count  ballot  cards 

3.  The  number  on  the  screen  shows  a tally  of  ballot  cards  accepted  by  the  Eagle 
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THE  TABULATOR  SLOT 

Voters  insert  their  ballot  cards  into  the  tabulator  slot 

• Ballot  cards  should  be  inserted  one  at  a time  in  any  orientation 

• Voters  must  only  insert  ballot  cards  into  the  tabulator  slot  or  the  Eagle  may  jam 

• DO  NOT  INSERT:  AutoMARK  ballots,  absentee  ballots,  or  provisional  ballots! 

• NO  BALLOT  STUBS  IN  EAGLE! 

THE  CONTROL  PANEL 

The  control  panel  is  located  under  the  lid  at  the  back  of  the  Eagle.  The  Inspector  will  have  a red 
key  that  locks  and  unlocks  the  control  panel  lid.  During  the  day,  the  lid  to  the  control  panel  must 
stay  locked.  The  control  panel  consists  of  three  parts: 

1 . The  keypad 

2.  The  memory  pack 

3.  The  Eagle  tape 

1.  THE  KEYPAD 

• There  is  a small  round  hole  in  the  lid  that  allows  access  to  the  #3  key  on  the  keypad.  The  #3 
key  must  only  be  used  when  a voter  chooses  to  have  a ballot  accepted  by  the  Eagle 

• All  other  keys  on  the  keypad  are  only  accessible  when  the  lid  is  unlocked  and  opened 

• The  "Paper  Feed”  button  is  used  when  it  becomes  necessary  to  advance  the  tape 

• The  "Print  Totals"  button  is  used  only  after  closing  the  polls,  when  it  is  time  for  the  Eagle  to 

tally  and  print  the  results  of  all  votes  cast 

• When  the  “Print  Totals”  command  is  given  to  the  Eagle,  a request  to  confirm  is  printed  on  the 
tape.  Pressing  the  #0  key  will  confirm  the  command  and  pressing  the  #9  key  will  cancel  it. 

2.  THE  MEMORY  PACK 

• It  is  located  in  a bay  within  the  control  panel,  which  has  been  sealed  by  DOE 

• As  the  Eagle  accepts  ballots,  the  votes  are  counted  and  a running  total  is  recorded  in  the 

memory  pack 

• After  the  polls  are  closed  and  election  totals  (“All  Day”  and  “Totals  Only”  tapes)  are  printed, 
the  Inspector  unplugs  the  Eagle 

• The  Inspector  opens  the  control  panel,  breaks  the  blue  seal,  lifts  the  black  knob,  and  slides 
the  lever  up  and  to  the  right  to  remove  the  memory  pack 

• The  memory  pack  should  be  placed  in  the  Pink  Bubble  Bag  along  with  the  “All  Day”  tape  that 
has  been  signed  by  all  Pollworkers 

• Once  the  Pink  Bubble  Bag  contains  both  the  Eagle  tape  and  the  memory  pack,  it  must  be 
sealed  and  the  Inspector  must  sign  the  seal 

• The  Parking  Control  Officer  picks  up  the  Pink  Bubble  Bag  for  transport  to  the  designated 
uplink  site  before  the  Deputy  Sheriff  arrives  to  pick  up  the  Supply  Bags 

3.  THE  EAGLE  TAPE 

• Confirms  that  the  electronic  counters  are  set  to  zero  before  voting  begins 

• Prints  a message  about  the  ballot  or  issue  in  red,  and  any  instructions  in  black 

• Prints  a message  if  an  operational  problem  occurs  during  the  day 

• Only  advances  when  there  is  a ballot  reading  error  or  a message  about  a voter’s  ballot 

• Prints  election  results  after  the  polls  are  closed 

> Make  sure  you  can  see  tape  coming  out  of  the  slot  on  top  of  the  Eagle  before  plugging  it  in 

> Keep  tape  rolled  up  neatly  and  paper  clipped  on  top  of  control  panel  while  polls  are  open 

> If  you  need  to  change  the  tape  during  the  day,  there  are  spare  rolls  in  the  Red  Box 

> A diagram  showing  how  to  change  the  tape  is  printed  on  the  inside  of  the  control  panel 
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THE  AUTOMARK 


Beginning  January  1,  2006,  the  Help  America  Vote  Act  of  2002  requires  all  polling  places 
throughout  the  country  to  provide  at  least  one  voting  machine  that  is  accessible  to  voters  with 
specific  needs  such  as  voters  with  vision,  hearing,  and  mobility  limitations,  and  limited  English 
proficiency  voters.  To  meet  this  requirement,  the  San  Francisco  Department  of  Elections 
purchased  a machine  called  the  “AutoMARK.”  The  AutoMARK  is  a ballot-marking  device  only, 
and  does  not  count  or  tabulate  the  votes.  It  simply  assists  voters  in  marking  their  selection  on 
paper  ballots. 


SETTING  UP  THE  AUTOMARK 

To  open  the  case,  lift  up  and  turn  counter-clockwise.  With  one 
pollworker  on  each  side  of  the  machine,  place  your  fingers  in  the 
grooves,  lift  the  machine  and  place  it  in  the  middle  of  the  Voter 
Assistance  and  AutoMARK  Table  (blue  table)  which  has  specific 
dimensions  that  make  it  an  accessible  to  persons  in  wheelchairs. 

IMPORTANT:  Always  have  two  people  lift  the  AutoMARK. 


1 . To  open  the  AutoMARK 
move  the  left  and  right  sliding 
latches  outward  to  unlatch  lid. 


2.  Fold  back  the  front  lid. 


3.  Lift  Panel.  Pull  the  screen 
in  an  upright  position. 


4.  Place  (push)  the  panel  down 
and  let  screen  rest  against  the 
panel. 


5.  Lift  the  ballot  feed  tray  up. 
Then  drop  ballot  feed  tray 
down. 


6.  Using  the  power  cord  in  the 
case,  connect  it  to  the  back  of 
the  AutoMARK  and  plug  it  in. 
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Screen  ON/OFF 


Audio  Repeat 


Audio  Speed 

- Decrease 
+ Increase 


Volume 

- Decrease 
+ Increase 


TURNING  THE  AUTOMARK  ON 

The  key-activated  switch  located  on  the  front  panel  of  the  unit  has  three  key  positions. 


Key  Position 

Label 

Function 

Left 

OFF 

Turn  machine  off  when  closing  polls.  Red  light  is  visible 
when  the  machine  is  turned  OFF. 

Center 

ON 

Turn  machine  on  when  opening  polls.  Machine  takes  an 
average  of  5 minutes  to  load  information.  Green  light  is 
visible  when  the  machine  is  ON. 

Right 

TEST 

Do  not  use  this  key  position. 

The  Inspector  has  the  key  to  turn  the  AutoMARK  on.  Once  it  is  turned  on,  the  machine  is  ready 
to  accept  the  ballots. 

IMPORTANT:  Never  leave  the  key  in  the  voting  machine  during  the  voting  process. 
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VOTING  WITH  THE  AUTOMARK 


The  first  screen  displays  “Please 
Insert  Your  Ballot”.  Voter  inserts 
AutoMARK  ballot  into  ballot  feed 
tray. 


m 


Once  a voter  selects  a 
language,  the  voting  instructions 
are  displayed.  Touch  NEXT  to 
move  to  the  first  contest. 


“Undervote”  indicates  that  the 
voter  did  not  select  a candidate 
or  choice  or  made  fewer 
selections  than  permitted.  The 
voter  can  select  “RETURN  TO 
THIS  CONTEST”  and  select  a 
greater  number  of  choices  or 
touch  “CONTINUE  TO  NEXT 
CONTEST”  and  leave  the  vote 
as  an  undervote. 


When  ballot  is  inserted,  it  is 
scanned  and  the  ballot  information 
is  loaded. 


Voter  makes  selections  and  then 
touches  NEXT  to  move  to  the  next 
screen.  If  the  voter  makes  two 
selections  on  a “Vote  for  One” 
contest,  the  AutoMARK  will  clear 
the  first  selection.  If  the  voter 
wants  to  select  a third  choice  on  a 
“Vote  for  Two”  contest,  they  must 
first  de-select  one  of  the  original 
choices. 


“Overvote”  indicates  that  the  voter 
has  selected  more  candidates  or 
choices  than  permitted.  If  a voter 
wishes  to  change  a selection  he  or 
she  must  de-select  a previous 
choice  and  select  an  alternate 
choice  for  the  contest. 


When  it  finishes  scanning  the 
ballot,  the  language  selection 
screen  will  be  displayed. 


If  there  are  more  candidates 
than  can  be  displayed  at  one 
time  on  the  screen,  the 
AutoMARK  will  display  a flashing 
MORE  button  with  arrows  at  the 
bottom  of  the  screen.  By 
pressing  this,  the  voter  may  view 
all  of  the  candidates.  If  the  voter 
touches  the  NEXT  button  before 
viewing  all  candidates,  an 
ALERT  pop-up  window  will  be 
displayed. 
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If  the  voter  wishes  to  vote  for  a 
write-in  candidate,  he  or  she 
must  touch  the  oval  next  to  the 
word  “Write-in”. 


Next,  a Write-in  screen  will 
appear.  Voters  must  touch  the 
letters,  space  and  backspace 
images  on  the  screen  to  spell  the 
name  of  the  write-in  candidate 
they  wish  to  vote  for.  Voters  touch 
the  OK  button  or  the  Forward  key 
on  the  keypad  to  continue. 


When  voters  touch  the  OK  or 
Forward  key,  the  Write-in  name 
the  voter  entered  is  added  to  the 
list  of  candidates  on  the  contest 
screen.  The  Write-in  candidate  is 
highlighted  and  the  oval  is  filled. 


When  the  voter  reaches  the  end  The  voter  touches  “Mark  Ballot” 
of  the  ballot,  a “Summary  of  to  continue. 

Selections”  screen  will  appear. 

Voter  may  scroll  through  to 
review  the  selections.  To 
change  a selection: 

1 . Touch  the  contest  text 
box  on  the  summary 
screen 

2.  Then  touch  the 
selection  to  de-select 
that  candidate 

3.  Select  a new  choice  and 
press  the  NEXT  button 
to  return  to  the  summary 
screen 

When  the  voter  is  satisfied  with 
all  selections,  voter  presses 
NEXT  to  continue. 


Your  ballot  is  now  being  marked. 


The  Ballot  is  now  being  marked. 

Once  the  AutoMARK  ballot  is 
returned,  voter  places  ballot  into 
Yellow  Secrecy  Envelope.  Voter 
then  places  the  Envelope  into 
the  Red  Box. 

When  voting  is  complete,  ask 
if  voter  would  like  assistance 
putting  the  ballot  in  the 
Secrecy  Envelope  or 
proceeding  to  the  Red  Box  to 
deposit  the  ballot.  Assist 
voter  if  requested.  Some 
voters  may  request  more  or 
less  assistance. 


These  buttons  are  located  at  the  bottom  of  the  Touch  Screen: 


ZOOM 
IN/OUT 


EXIT 

RETURN  BAUOT 


HIGH  €)\ 
CONTRAST 


Touching  the  BACK  button  displays  the  previous  screen. 

Touching  the  ZOOM  IN/OUT  button  on  any  screen  increases  and  decreases  the  size  of  the  text. 
Touching  the  EXIT  Return  Ballot  button  returns  the  ballot  and  displays  the  EXIT  screen. 
Touching  the  HIGH  CONTRAST  button  on  any  screen  lightens  or  darkens  the  screen  contrast. 
Touching  the  NEXT  button  enters  your  selection  and  displays  the  next  screen. 
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CLOSING  THE  AUTOMARK 


When  the  poll  is  closed,  insert 
the  key  in  the  front  of  the  unit 
and  turn  it  to  the  OFF  position. 


Place  the  panel  over  the  screen. 
Place  the  end  of  panel  down  and 
over  the  screen. 


Lift  up  the  ballot  feed  tray  and 
drop  it  in  for  storage. 


Push  the  latches  into  locking 
position. 


Lift  the  panel  up  and  push  the 
screen  back  until  it  is  flat. 


Two  pollworkers  lift  the 
AutoMARK  and  place  it  in  the 
case.  Place  the  headphones  and 
power  cord  in  the  case.  Close 
the  case  and  turn  the  latches 
clockwise. 
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ASSISTING  VOTERS 


Sometimes  a voter  may  request  additional  assistance  in  order  to  have  full  voting  access.  The 

law  requires  pollworkers  to  provide  such  assistance.  Use  the  following  general  considerations 

when  communicating  and  assisting  voters  with  disabilities  and  specific  needs. 

GENERAL  CONSIDERATIONS 

• Not  all  disabilities  are  obvious  or  visible.  You  do  not  need  to  know  what  disability  a person 
has  and  you  should  never  ask. 

• Put  the  person  first,  not  the  disability.  Say  “person  with  disability”  rather  than  “disabled 
person,”  and  “person  with  vision  limitation”  rather  than  “blind  person”. 

• Do  not  assume  a person  with  a disability  needs  your  help.  If  you  offer  assistance  and  the 
voter  declines,  do  not  insist.  If  assistance  is  accepted,  ask,  “How  may  I best  assist  you?” 

WHO  MAY  ASSIST  A VOTER? 

• Anyone  may  assist  a voter  except  a voter’s  employer  or  union  representative  (CEC  14282). 

• Voters  who  receive  assistance  marking  their  ballots  must  be  logged  in  the  Assisted  Voters 
list  located  in  the  Roster  (CEC  14283). 

ASSISTING  VOTERS  WITH  VISUAL  LIMITATIONS 

• When  greeting  the  voter,  identify  yourself  and  introduce  others  who  may  be  present. 

• Provide  clear  directions.  Include  information  that  orients  a person  to  the  entrance  and 
immediate  layout  of  the  polling  place. 

• If  you  are  asked  to  guide  the  voter,  allow  the  voter  to  take  your  arm,  then  walk  slightly  ahead. 

• Do  not  pet  or  distract  a guide  animal  unless  the  owner  has  given  you  permission. 

• Inform  the  voter  of  the  option  to  mark  the  ballot  using  the  AutoMARK  audio  function  that 
allows  voter  to  listen  to  instructions  and  ballot  selections  while  marking  the  ballot. 

• Voters  may  also  use  the  AutoMARK  zoom  feature  to  increase  screen  and  font  size.  All 
buttons  on  the  keypad  are  equipped  with  Braille  navigational  instructions. 

WHEN  ASSISTING  A VOTER  WHO  IS  USING  THE  AUTOMARK  AUDIO  FUNCTION: 

• Direct  voter  to  the  AutoMARK.  Instruct  voter  on  the  location  of  the  appropriate  audio  jack 
(voters  may  bring  their  own  headphones)  and  how  to  insert  the  ballot. 

• Explain  that  when  the  headphone  jack  is  inserted,  it  will  begin  with  the  audio  instructions.  If 
the  voter  requests  that  the  ballot  be  returned  before  voting  is  completed,  voter  may  press  the 
“Screen”  key  four  (4)  times.  The  ballot  will  be  returned  unmarked. 

• When  voting  is  complete,  ask  if  voter  would  like  assistance  putting  the  ballot  in  the  Secrecy 
Envelope  and  proceeding  to  the  Red  Box  to  deposit  the  ballot. 

• If  requested,  guide  voter  to  the  Red  Box  and  assist  them.  Some  voters  may  request  more  or 
less  assistance. 

ASSISTING  VOTERS  WITH  HEARING  LIMITATIONS 

• When  using  a sign  language  interpreter,  talk  directly  to  the  voter  and  not  the  interpreter. 

• If  the  voter  reads  lips,  face  him  or  her  directly  and  speak  clearly  at  a moderate  pace. 

• Unless  you  are  specifically  asked  to  do  so,  do  not  raise  your  voice. 

• . Inform  the  voter  to  contact  the  Department  of  Elections  for  further  assistance  using  the  TTY 

telephone  line  at  554-4386  if  needed. 
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ASSISTING  VOTERS  WITH  SPEECH  LIMITATIONS 

• Be  patient,  and  wait  for  the  voter  to  complete  each  sentence. 

• Speak  clearly  and  at  a moderate  pace. 

• If  you  do  not  understand,  ask  the  voter  to  repeat  the  sentence  or  repeat  what  you  heard  and 
see  if  it  is  close  to  what  he  or  she  said. 

• Use  paper  and  pen  to  communicate  if  necessary. 

ASSISTING  VOTERS  WITH  MOBILITY  LIMITATIONS 

• Never  move  someone’s  crutches,  walker,  cane,  or  other  mobility  aid  without  permission. 

• When  speaking  to  a voter  who  uses  a wheelchair,  position  yourself  at  his  or  her  eye  level. 

• Have  a chair  available  for  voters  with  walkers  or  canes  waiting  in  line  and  using  voting  booth. 

• Offer  pen  grips  to  voters  who  have  difficulty  grasping  regular-sized  pens. 

• If  your  polling  place  is  not  wheelchair  accessible,  voters  with  mobility  limitations  not  wishing 
to  do  curbside  voting  may  be  redirected  to  the  nearest  functionally  accessible  precinct. 

WHEN  ASSISTING  A VOTER  WHO  USES  THE  SIP  AND  PUFF  DEVICE 

Insert  the  ballot  into  the  AutoMARK  and  read  the  following  instructions: 

“You  have  plugged  in  the  Sip  and  Puff  device.  This  allows  you  to  navigate  through  your  ballot 
using  YES  or  NO  inputs.  ” 

When  a screen  is  displayed,  you  may  select  NO  to  bypass  that  screen  or  YES  to  move  to  the 
first  selectable  choice  on  that  screen.  When  you  are  on  a selectable  item  of  the  screen,  the  item 
will  be  highlighted  in  yellow.  Selecting  NO  will  move  on  to  the  next  selectable  item  on  the 
screen.  Selecting  YES  will  provide  the  same  results  as  if  you  had  clicked  on  that  item. 

When  on  a candidate  or  question  choice  YES  will  select  or  deselect  that  candidate. 

When  on  the  MORE  scroll  bar,  YES  will  cause  the  screen  to  scroll  up  or  down. 

Pressing  NO  at  any  time  will  move  the  next  highlighted  item. 

As  you  enter  NO  repeatedly,  the  highlight  will  move  down  the  screen,  across  the  bottom  from 
right  to  left  and  then  loop  back  to  the  top. 

When  you  are  done  making  selections  on  any  given  screen,  enter  NO  repeatedly  until  the  yellow 
highlight  is  on  the  NEXT  button  and  then  enter  YES  to  move  to  the  next  screen.  ” 

When  voting  is  complete,  with  the  voter’s  permission  place  the  ballot  in  the  yellow  secrecy 
envelope,  proceed  to  the  Red  Box  and  insert  the  ballot  for  the  voter.  Ask  the  voter  if  he  or  she 
would  like  to  accompany  you  to  observe  the  process. 


-28- 


CURBSIDE  VOTING 

If,  for  any  reason,  a voter  cannot  enter  the  polling  place,  conduct  curbside  voting: 

• Take  the  Roster  outside  for  the  voter  to  sign 

• Bring  the  Roster  back  into  the  polling  place  to  avoid  delaying  other  voters 

• Take  a set  of  ballot  cards,  detach  the  ballot  card  stubs 

• Place  ballot  cards  and  ballot  card  stubs  in  a blue  secrecy  folder  and  give  them  to  the  voter 
along  with  the  ballot-marking  pen 

• Allow  the  voter  to  mark  the  ballot  cards  privately 

• Take  the  pen  and  the  voted  ballot  cards  in  the  Secrecy  Folder  from  the  voter 

• Ask  the  voter  to  wait  for  confirmation  that  the  ballot  was  accepted  by  the  Eagle 

• Take  the  voted  ballot  cards  in  the  Secrecy  Folder  back  into  the  polling  place  and  insert  them 
one-by-one  into  the  Eagle  tabulator 

• If  there  are  no  Eagle  messages,  let  the  voter  know  that  all  ballot  cards  were  accepted 

• If  there  are  Eagle  messages,  inform  the  voter  of  the  message  and  offer  opportunity  to  have 
any  ballot  card(s)  spoiled,  and  new  one(s)  reissued 

• Write  the  name  of  the  assisted  voter  and  the  name  of  the  person  assisting  the  voter  in  the 
Assisted  Voters  List  located  in  the  Roster  (CEC  14283) 

IMPORATANT:  Never  leave  a curbside  voter  alone  with  the  Roster 

Make  sure  the  secrecy  of  the  voter’s  ballot  is  preserved  at  all  times 


Disability  or  specific  need 

• People  with  visual  limitations 

• People  with  hearing  limitations 

• People  with  mobility  limitations 

• Seniors 


Resources  available  at  the  polling  place 

• Magnifying  lens 

• TTY  telephone  line  number  information 

• Extra  chairs,  pen  grips,  curbside  voting 

• Chairs,  magnifying  lens,  pen  grips 


VOTERS  WITH  LIMITED  ENGLISH  PROFICIENCY 

Bilingual  registration  cards  and  election  materials  are  a result  of  amendments  made  in  1975  to 

the  Voting  Rights  Act  of  1965.  One  of  the  purposes  of  this  legislation  is  to  guarantee  that  voters 

in  specified  areas  have  the  opportunity  to  vote  either  in  their  own  language  or  in  English.  San 

Francisco  is  mandated  to  provide  voters  with  assistance  in  Chinese  and  Spanish. 

GENERAL  CONSIDERATIONS 

• Show  respect  for  a voter’s  culture  and  language.  Avoid  imposing  values  that  may  conflict 
with  cultures  or  ethnic  groups  other  than  your  own. 

• Remember  that  a voter’s  limited  ability  to  speak  or  read  English  does  not  impact  their  ability 
to  communicate  effectively  in  their  language  or  understand  the  voting  process. 

• Speak  clearly,  not  loudly.  Raising  your  voice  does  not  make  English  more  understandable. 

LANGUAGE  ASSISTANCE  RESOURCES  AT  THE  POLLING  PLACE 

• Election  materials  are  available  in  three  languages  - Chinese,  Spanish  and  English 

• AutoMARK  provides  voting  instructions  in  three  languages:  Chinese,  Spanish  and  English 

• The  yellow  Multilingual  Eagle  Messages  tent  card  provides  explanation  of  Eagle  messages 
in  three  languages:  Chinese,  Spanish  and  English 

• Precincts  with  a high  percentage  of  registered  voters  who  requested  language  assistance 
are  staffed  with  bilingual  pollworkers 

• The  green  Multilingual  Voter  Services  tent  card  lists  telephone  numbers  for  voters  to  call  for 
voting  instruction  and  assistance  in  their  own  language 
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TYPICAL  VOTING 


WHAT  IS  TYPICAL  VOTING? 

The  majority  of  Election  Day  will  be  spent  conducting  typical  voting,  which  consists  of  five  steps: 

1 . Voter  announces  his  or  her  name  and  address 

2.  Voter  signs  the  Roster 

3.  Voter  receives  ballot 

4.  Voter  marks  the  ballot 

5.  Voter  inserts  ballot  into  the  Eagle 

VOTING  FOR  WRITE-IN  CANDIDATES 

• All  polling  places  are  provided  with  an  Official  Write-in  Candidates  list  which  lists  qualified 
write-in  candidates  for  all  contests 

• Write-in  candidates  are  not  printed  on  the  ballot  because  they  filed  for  candidacy  after  the 
applicable  deadline 

• Even  though  voters  may  write  in  any  name  they  choose,  only  votes  for  candidates  from 
the  Official  Write-in  Candidates  List  will  be  counted 

• To  select  a write-in  candidate,  the  voter  must  write  the  candidate’s  name  in  the  open  space 
labeled  “write-in”  and  connect  the  head  and  tail  of  the  corresponding  arrow 

• Ballots  that  contain  write-in  votes  are  automatically  deposited  into  Bin  #1 

• The  Eagle  will  count  contests  on  the  ballot  without  write-in  votes;  DOE  employees  will  count 
votes  for  write-in  candidates  after  Election  Day 

SPOILING  BALLOT  CARDS  WITH  ERRORS 

Any  voter  may  re-mark  one  or  more  ballot  card(s).  Only  ballot  cards  that  contain  marking  errors 
should  be  spoiled  (do  not  spoil  an  entire  set  of  ballot  cards  unless  every  card  has  an  error). 

• The  Ballot-Issuing  Clerk  writes,  “SPOILED”,  in  bold,  across  the  back  of  the  ballot  card  and 
places  it  into  the  Red  Box 

• The  Ballot-Issuing  Clerk  issues  a replacement  card  to  the  voter 

• The  voter  is  entitled  to  no  more  than  three  sets  of  ballot  cards  (three  ballots)  including  his 
or  her  original  set  (CEC  14288) 
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ABSENTEE  VOTING 


WHAT  IS  ABSENTEE  VOTING? 

Absentee  voting  (AV)  means  voting  a ballot  received  by  mail.  Any  voter  may  request  an 
absentee  ballot.  Absentee  voters  may  return  their  AV  ballots  by  mail,  in  person  at  City  Hall,  or  at 
any  polling  place  on  Election  Day.  All  AV  ballots  must  be  received  by  the  Department  of 
Elections  by  8:00  P.M.  on  Election  Day.  The  following  are  variations  in  Absentee  Voting  that  can 
occur  on  Election  Day: 

ABSENTEE  VOTER  DROPS  OFF  VOTED  AV  BALLOT  AT  THE  PRECINCT 

• Absentee  voters  may  drop  off  their  voted  AV  ballot  at  any  polling  place  (CEC  3017) 

• Voter  must  seal  and  sign  the  AV  ballot  envelope 

• Pollworker  must  check  that  the  envelope  is  sealed  and  signed  and  have  the  voter  drop  it  into 
the  Red  Box 

Designated  person  drops  off  a voter’s  absentee  ballot 

s A voter  may  designate  another  person  to  drop  off  their  AV  ballot.  The  person  designated 
by  the  voter  must  be  a spouse,  child,  parent,  grandparent,  grandchild,  sibling,  or  a person 
residing  in  the  same  household  as  the  voter  (CEC  3017) 

•s  The  voter  should  have  already  signed  and  sealed  the  AV  ballot  envelope 
V The  voter  authorizes  the  person  dropping  off  the  AV  ballot  by  printing  that  person’s  name 
and  signing  within  the  authorization  box  on  the  AV  ballot  envelope 
S The  designated  person  must  also  sign  the  AV  ballot  envelope 

ABSENTEE  VOTER  WISHES  TO  VOTE  IN  HOME  PRECINCT 

• An  absentee  voter  will  appear  in  the  white,  purple,  or  green  pages  of  the  Roster  and  will  be 
distinguished  by  the  words  “AV  ballot  issued”  printed,  or  “AV”  marked  in  red  on  the 
signature  line.  If  an  absentee  voter  wishes  to  vote  in  their  home  precinct,  they  must 
surrender  the  AV  ballot  issued  to  them  by  the  Department  of  Elections 

• Roster  Clerk  writes  “SURRENDERED”  across  the  back  of  the  unvoted  AV  ballot  and 
envelope  (if  present)  and  places  them  into  the  Red  Box.  If  the  AV  ballot  envelope  is  sealed, 
do  not  open  it  - just  surrender  the  envelope 

• Voter  signs  the  Roster  over  the  words  “AV  ballot  issued”  on  the  signature  line 

• Ballot-Issuing  Clerk  issues  a ballot 

• Voter  votes  using  the  Eagle  or  AutoMARK 

ABSENTEE  VOTER  WISHES  TO  VOTE  IN  HOME  PRECINCT  BUT  IS  UNABLE  TO 
SURRENDER  THE  AV  BALLOT 

• If  an  absentee  voter  wishes  to  vote  in  their  home  precinct  but  is  unable  to  surrender  their  AV 
ballot,  they  must  vote  provisionally  (CEC  3016).  Follow  Provisional  Voting  on  pages  32-33. 
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PROVISIONAL  VOTING 


WHAT  IS  PROVISIONAL  VOTING? 

Any  voter  whose  eligibility  to  vote  cannot  be  immediately  verified  at  the  polling  place  may  cast  a 
provisional  (PV)  ballot.  This  right  also  applies  to  voters  who  vote  outside  of  their  assigned 
precinct  on  Election  Day.  All  PV  ballots  are  processed  after  Election  Day. 

REASONS  FOR  VOTING  PROVISIONALLY 

The  following  four  reasons  for  voting  provisionally  are  listed  on  the  top  part  of  the  PV  envelope 

(see  Sample  of  Provisional  Envelope  on  pages  37-38). 

• Voter  is  listed  in  the  Roster  of  Voters  as  an  absentee  voter  and  is  unable  to  surrender 
the  absentee  ballot 

s Note:  in  this  case,  voter  should  not  sign  the  Roster 

• Voter’s  name  is  not  found  in  the  Roster  of  Voters 

s Voter  may  be  listed  in  the  Pink  Roster  - always  check 
s Voter  may  not  be  in  the  correct  polling  place.  If  so,  redirect  the  voter 
v'  Voter  may  not  have  registered  or  re-registered  in  time  for  this  election 
s Voter  may  have  moved  without  re-registering.  If  so,  encourage  voter  to  fill  out  a voter 
registration  card 

• Voter  is  listed  in  the  Pink  Roster 

As  of  January  1 , 2006  first-time  voters  who  registered  by  mail  are  required  to  provide 
identification  when  registering  in  order  to  be  eligible  to  vote.  This  change  in  federal  law,  required 
by  the  Help  America  Vote  Act  (HAVA  2002),  applies  to  voters  who  have  not  previously  voted  in 
a federal  election  in  California.  The  names  of  the  registrants  who  did  not  provide  either  their  CA 
Drivers  License  number  or  CA  ID  or  the  last  four  digits  of  their  Social  Security  Number  (SSN) 
prior  to  voting  appear  in  the  Pink  Roster. 

S In  this  case,  the  voter  must  provide  a valid  CA  Driver  License  or  CA  ID  on  the  PV 
envelope 

s If  a voter  is  not  in  possession  of  either,  the  last  4 digits  of  the  SSN  may  be  provided 

• Other  reasons 

s Most  provisional  voters  will  fit  into  one  of  the  first  three  categories 
s Other  reason  might  include  name  change,  out-of-county  voter,  etc. 

REDIRECTING  THE  VOTER 

If  voter’s  name  is  not  found  in  either  Roster,  locate  his  or  her  address  on  the  citywide  map  to 
determine  the  voter's  home  precinct. 

S If  the  voter  is  in  the  correct  precinct,  continue  with  provisional  voting 
s If  the  voter  is  in  the  wrong  precinct,  find  the  correct  precinct  number  on  the  map,  and  then 
look  up  the  address  of  the  precinct  on  the  Blue  Polling  Place  list 
s Always  encourage  voters  to  vote  in  their  home  precinct 
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PROVISIONAL  VOTING  PROCEDURES 

• Once  it  is  determined  that  the  voter  has  to  vote  provisionally,  the  Pollworker  fills  out  the  top 
section  of  the  PV  envelope  (use  pre-labeled  PV  envelopes  first) 

V The  top  section  of  the  PV  envelope  includes: 

> Precinct  #,  supervisorial  district  and  ballot  type  # 

> Reason(s)  for  voting  provisionally 

• The  voter  is  instructed  to  fill  out  the  bottom  sections  of  the  PV  envelope  including  the 
signature 

v The  bottom  sections  2-5  of  the  PV  envelope  include: 

1.  Name  and  current  residential  address 

2.  Date  of  birth 

3.  Previous  address  (only  if  the  voter  has  moved  without  re-registering) 

4.  Signature  (with  date) 

• The  Ballot-Issuing  Clerk  issues  a ballot,  inserts  it  into  PV  envelope,  and  instructs  the  voter  to 
bring  completed  ballot  placed  inside  PV  envelope  back  to  the  Pollworker 

• Once  the  voter  returns  with  voted  ballot,  the  Pollworker  verifies  that  the  PV  envelope  is 
signed,  sealed  and  filled  out  correctly  and  legibly. 

• The  pollworker  then  detaches  the  receipt  (the  top  of  the  flap  used  to  seal  the  envelope)  and 
gives  it  to  the  voter.  The  receipt  is  double  sided.  It  includes,  on  the  front  - a website  and  a 
toll-free  number  which  voters  may  use  to  find  out  whether  their  PV  ballot  was  counted  and 
on  the  back  - relevant  Election  Code. 

• The  Pollworker  instructs  the  voter  to  drop  the  PV  envelope  into  the  Red  Box 

TIPS 

s Always  encourage  voters  to  go  to  their  home  precinct  to  vote 

s If  a voter  is  unable  to  get  to  their  home  precinct  in  time  to  vote,  suggest  voting  at  City  Hall 
where  the  correct  ballot  type  for  each  voter  is  always  available 
v Voters  may  provide  multiple  previous  addresses  if  they  are  unsure  which  address  they  used 
on  their  voter  registration  card 
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SAMPLE  OF  PROVISIONAL  ENVELOPE 


City  and  County  of  San  Francisco  Department  of  Elections 

PROVISIONAL 
ENVELOPE 


1 . Pollworker  must  select  the  reason(s)  for  Provisional  Voting: 


Voter  is  listed  In  the  Roster  of  Voters  as  an  absentee  voter  and  Is  unable  to  surrender  the  absentee  ballot 

Votor’s  name  Is  not  found  In  tho  Roster  of  Vo  tees  ( >=\>iwo.-x  must  mtorm  voter  ot  voting  options) 

Voter  Is  listed  In  the  F»lnk  Roster  (Voter  must  provide  a valid  CA  Drivers  License  or  CA  ID.  11  voter  is  not  in  possession  ol  either, 
the  last  4 digits  of  the  SSN  may  be  provided).  CA  License  or  ID  « ssn  »■■■■■'  1 1~|  |~l  PI 

Other  reasons: 


Voter  must  complete  sections  2-5 
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THIS  ENVELOPE  IS  TO  BE  OPENED  ONLY  BY  THE  CANVASSING  BOARD  OF  THE  DEPARTMENT  OF  ELECTIONS 


For  (Ms  ballot  to  b«  accepted  and 
counted,  voter  must  complete  sections 
2-5  sign  and  seal  the  envelope 


Para  qua  asta  balota  sa  acapta  y cuente  at 
elector  tandra  qua  complatar  la*  secciones 
2-5  y lu mar  y sellar  at  *obr* 
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CLOSING  PROCEDURES  CHECKLIST 


□ AT  8:00  P.M.  ANNOUNCE:  “THE  POLLS  ARE  NOW  CLOSED” 

1.  Roster  and  Street  Index  Clerk  should  stand  at  the  end  of  the  voting  line  and  explain  to 
voters  who  arrive  after  8:00  P.M.  that  election  law  does  not  permit  individuals  to  vote  who 
arrive  after  8:00  P.M. 

2.  Continue  processing  voters  who  arrived  by  8:00PM  until  all  have  voted  (CEC  14401) 

□ INSPECTOR  DIRECTS  CLERKS  TO  BEGIN  CLOSING  TASKS 

1 .  Remind  Clerks  to  record  their  totals  on  their  job  cards 

□ INSPECTOR  PRINTS  ELECTION  TOTALS 

1 . Unlock  the  back  panel  of  the  Eagle  with  the  red  key;  lift  the  panel  up  to  reveal  the  control 
panel 

2.  Press  the  “Print  Totals”  key  on  the  keypad 

s The  message  will  print  on  the  tape  asking  to  confirm  or  cancel  this  command. 

Confirm  by  pressing  the  number  0. 

3.  The  Eagle  will  print  the  “All  Day”  tape  with  the  total  number  of  votes  cast  for  each  contest. 
Tear  off  the  tape  after  the  last  printed  line  and  have  all  Pollworkers  sign  at  the  bottom 
Roll  it  up  and  place  it  in  the  Pink  Bubble  Bag 

4.  Press  the  “Print  Totals”  button  a second  time;  press  the  number  0 to  confirm  and  print  the 
“Totals  Only”  tape 

5.  Post  the  “Totals  Only”  tape  outside  the  polling  place 

□ INSPECTOR  REMOVES  MEMORY  PACK  AND  CLOSES  THE  EAGLE 

1 . Before  unplugging  the  Eagle,  copy  the  number  from  the  LED  screen  into  section  C of  the 
official  Ballot  Card  Statement  (BCS)  located  on  the  back  cover  of  the  Roster 

2.  Unplug  the  Eagle 

3.  Unlock  ballot  bins  for  Eagle  Clerk  to  transfer  ballots  to  appropriate  bags 

4.  Unlock  and  lift  back  cover  of  control  panel 

5.  Open  the  metal  door  that  covers  the  memory  pack  and  break  the  blue  seal 

6.  Lift  the  black  knob  up  and  to  the  right.  This  will  release  the  memory  pack 

7.  Put  the  memory  pack  into  the  Pink  Bubble  Bag  with  the  signed  “All  Day”  Eagle  tape 

8.  Close  and  seal  the  bag;  Inspector  signs  the  seal 
S A Parking  Control  Officer  will  pick  up  this  bag 

□ INSPECTOR  TURNS  OFF  AUTOMARK 

1 . Turn  the  key  to  the  OFF  position 

2.  Unplug  the  AutoMARK 

3.  Put  the  key  in  the  Red  Box 

□ ROSTER  AND  STREET  INDEX  CLERK  COUNTS  SIGNATURES  IN  THE  ROSTER 

1 . Count  voter  signatures  on  every  page  (white,  purple  and  green)  of  the  Roster 

2.  Record  page  totals  in  boxes  at  the  bottom  of  each  Roster  page 

3.  Add  all  page  totals  together  and  record  the  grand  total  into  section  J on  the  job  card 

4.  Pack  Roster  into  Bag  #6.  Do  not  seal  this  bag  until  the  end  when  BCS  is  complete! 

5.  Take  down  inside  and  outside  signs  and  place  them  in  the  Red  Box 

6.  Pack  “Table”  copy  of  the  Street  Index  into  Bag  #6  and  “Posted”  copy  into  the  Red  Box 

7.  Inform  the  Inspector  of  the  results  of  the  final  count  and  completion  of  your  tasks 
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□ BALLOT-ISSUING  CLERK  COUNTS  MATERIALS  IN  THE  RED  BOX 

1 . Open  the  Red  Box.  Count,  record  and  bag  the  contents 

2.  Count  spoiled  ballot  cards,  AutoMARK  and  Eagle  ballots  separately.  Record  totals  into 
section  E on  the  job  card.  Pack  all  spoiled  cards  and  ballot  stubs  into  Bag  #4. 

3.  Count  voted  PV  envelopes.  Record  total  into  section  F on  the  job  card.  Pack  voted  PV 
envelopes,  along  with  any  completed  voter  registration  cards,  into  Bag  #5. 

4.  Count  voted  AV  envelopes.  Record  total  into  section  K on  the  job  card.  Pack  voted  AV 
envelopes  into  Bag  #7. 

5.  Count  surrendered  AV  envelopes  and  ballot  cards.  Record  totals  into  section  L on  the  job 
card.  Pack  surrendered  AV  envelopes  and  ballot  cards  into  Bag  #8. 

6.  Count  voted  AutoMARK  Yellow  Secrecy  Envelopes.  Record  total  into  section  G on  the 
job  card.  Pack  voted  AutoMARK  Envelopes  into  Bag  #9. 

7.  Inform  the  Inspector  of  the  results  of  the  final  count  and  completion  of  your  tasks 

□ VOTING  MACHINE  CLERK  EMPTIES  EAGLE  BINS  AND  COUNTS  UNUSED  BALLOTS 

1 . Record  the  number  of  ballot  cards  from  LED  screen  into  section  C on  the  job  card 

2.  Transfer  ballot  cards  from  Bin  #1  to  Bag  #1  and  ballot  cards  from  Bin  #2  to  Bag  #2 

3.  Count  the  ballot  cards  from  the  Auxiliary  Bin.  Record  total  into  section  D on  the  job  card. 
Pack  these  ballot  cards  into  Bag  #3. 

4.  Count  unused  Eagle  ballot  cards,  precinct  and  generic  (if  any)  separately.  Record  total 
into  section  H on  the  job  card. 

5.  Count  unused  AutoMARK  ballot  cards,  precinct  and  generic  (if  any)  separately.  Record 
total  into  section  H on  the  job  card. 

6.  Inform  the  Inspector  of  the  results  of  the  final  count  and  completion  of  your  tasks 

□ INSPECTOR  COMPLETES  THE  BALLOT  CARD  STATEMENT,  see  Sample  of  Ballot 

Card  Statement,  page  39 

1.  Transfer  grand  totals  from  each  Clerk  job  card  into  official  BCS  triplicate  document 
located  on  the  back  cover  of  the  Roster 

2.  Post  pink  copy  of  the  BCS  outside  the  polling  place  alongside  the  “Totals  Only”  Eagle 
tape 

□ INSPECTOR  PREPARES  MATERIALS  FOR  PICK-UP,  see  Sample  of  the  Ballot  Custody 

Form  (page  41)  and  Preparing  for  Pick-Up  Diagram  (page  42) 

1.  Have  the  Pink  Bubble  Bag  containing  memory  pack  and  signed  tape  ready  to  be  picked 
up  by  the  Parking  Control  Officer 

2.  Have  all  the  materials  for  the  Supply  Bag(s)  ready  to  be  picked  up  by  the  Deputy  Sheriff 
s Seal  bags  and  close  ballot  boxes 

^ All  Pollworkers  sign  each  seal 
s Stack  bags  and  ballot  boxes  on  the  table 

3.  When  the  Deputy  Sheriff  arrives,  he/she  removes  PCMCIA  card  from  the  tabulator 

4.  The  Inspector  and  Deputy  Sheriff  initial  for  PCMCIA  card,  all  bags  and  boxes  on  the 
triplicate  Ballot  Custody  Form  as  they  are  placed  into  the  Supply  Bag(s) 

5.  The  BCF  is  located  in  the  Inspector  Folder 

6.  Both  the  Inspector  and  the  Deputy  Sheriff  sign  the  BCF 

7.  Keep  pink  copy  for  your  own  record 

8.  Give  yellow  and  white  copies  to  the  Deputy  Sheriff 
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BALLOT  CARD  STATEMENT 


The  Ballot  Card  Statement  (BCS)  is  a vital  legal  document  that  can  prove  that  the  polling  place 
was  run  in  an  orderly,  legal,  and  fair  manner.  The  BCS  is  a triplicate  document  located  inside 
the  back  cover  of  the  Roster.  The  BCS  verifies  that  all  ballot  cards  issued  to  the  Inspector  are 
accounted  for  at  the  end  of  Election  Day,  each  voter  voted  only  once,  and  no  ballots  were 
unlawfully  added  to  the  final  tally. 

The  BCS  is  broken  up  into  lettered  sections  A through  L.  Below  are  instructions  on  how  to 
complete  each  section: 

PART  1 - BALLOT  CARDS  RECEIVED 

1 Section  A:  Copy  BCF  Total  1 and  BCF  Total  2 directly  from  Section  1 of  the  Ballot  Custody 
Form  (BCF).  These  Ballot  Cards  were  in  the  Supply  Bag  (Rice  Bag)  that  the  Inspector  picked 
up  from  240  Van  Ness.  Note  that  Eagle  and  AutoMARK  are  tallied  separately  on  each  form. 

2 Section  B:  Copy  BCF  Total  3,  BCF  Total  4,  and  BCF  Total  5 directly  from  Section  2 of  the 

BCF.  Eagle  and  AutoMARK  ballots  are  totaled  separately.  Ballot  Cards  in  Section  B were 
dropped  off  by  FED  on  Election  Day.  “Precinct”  Ballot  Cards  (those  with  the  precinct  number 
preprinted  on  the  top  of  every  card)  are  delivered  in  the  morning  and  “Generic”  Ballot  Cards 
(those  that  have  “PCT printed  at  the  top)  are  delivered  on  an  as-needed  basis. 

3 Add  each  total  together  keeping  in  mind  that  Eagle  and  AutoMARK  are  totaled 
separately 

PART  2 - BALLOT  CARDS  USED/RETURNED 

4 Section  C:  Record  the  number  from  the  LED  Counter  on  the  Eagle  tabulator  after  your 
polling  place  has  closed  (empty  Eagle  Bins  1 and  2 into  Bags  #1  and  #2) 

5 Section  D:  Count  Ballot  Cards  in  the  Eagle  Auxiliary  Bin  (front  bin  of  Eagle  - Bag  #3) 

6 Section  E:  Separate  Eagle  and  AutoMark  Spoiled  Ballots  from  the  Red  Box.  Count  each 
total  separately  and  record  them  in  the  appropriate  boxes  (Bag  #4). 

7 Section  F : Count  the  number  of  Sealed  Provisional  Envelopes  found  in  Red  Box  (Bag  #5) 

8 Section  G:  Count  the  number  of  Voted  AutoMARK  Yellow  Secrecy  Envelopes  from  the  Red 
Box  (Bag  #9) 

9 Section  H:  Count  the  number  of  Unused  Precinct  and  Generic  Ballot  Cards  from  full  and 
partially  used  pads.  Record  AutoMARK  and  Eagle  Ballot  totals  separately. 

10  Section  I:  Check  the  applicable  box,  and  explain  in  the  space  provided,  if  any  of  the 
situations  listed  occurred  in  your  precinct 

PART  3 - SIGNATURE  AND  ABSENTEE  COUNT 

11  Section  J:  Count  the  number  of  signatures  in  the  Roster  (Bag  #6) 

12  Section  K:  Count  the  number  of  Voted  Absentee  Ballot  Envelopes  dropped  off  at  the 
precinct  (Bag  #7) 

13  Section  L:  Count  the  number  of  Surrendered  Absentee  Ballot  Cards  and  Envelopes  from 
the  Red  Box  (Bag  #8) 

s Clerks  should  record  grand  totals  on  their  Job  Cards 

v'  The  Inspector  should  transfer  the  grand  totals  from  each  Job  Card  onto  the  official  BCS 
v Once  the  BCS  is  complete,  the  Inspector  posts  the  pink  copy  of  the  BCS  outside  the 
polling  place  alongside  the  “Totals  Only”  Eagle  Tape 


-38- 


SAMPLE  OF  THE  BALLOT  CARD  STATEMENT 


BALLOT  CARD  STATEMENT  (BCS) 

Consolidated  General  Election 
November  7,  2006 


Precinct  #: 

— 1 Department  of  Elections 

| City  & County  of  San  Francisco 

Inspector  Name: 

PART  1:  BALLOT  CARDS  RECEIVED 


A Number  of  Precinct  Ballot  Cards  picked  up  from  240  Van  Ness 


B Number  of  Ballot  Cards  received  from  FED 


Copy  BCF  Total  4 = 


Eagle  1 

AutoMARK  1 j 

Eagle  2 

AutoMARK  2 

| Total  Eagle 

Total  AutoMARK 

Eagle 

Eagle 

Eagle 

AutoMARK 

1 

AutoMARK 

Eagle 

AutoMARK 

I 


PART  2:  BALLOT  CARDS  USED/RETURNED 


C Number  indicated  on  the  Eagle  LED  Counter  (Bags  #1  and  #2) 

D Number  of  Ballot  Cards  from  the  Auxiliary  Bin  (Bag  #3) 

E Number  of  Spoiled  Ballot  Cards  from  the  Red  Box  (Bag  #4) 

F Number  of  Voted  Provisional  Envelopes  from  the  Red  Box  (Bag  #5) 

G Number  of  Voted  AutoMARK  Yellow  Secrecy  Envelopes  from  the  Red  Box  (Bag  #9) 

Precinct  Specific  Generic 

I ! + I — ! = 

H Number  of  Unused  Ballot  Cards 


Precinct  Specific 


Voter  did  not  cast  all  ballot  cards  received  and 
retained  possession  of  one  or  more  cards 

Provisional  ballot  card(s)  inserted  into  the  Eagle 

Absentee  ballot  card(s)  inserted  into  the  Eagle 

AutoMARK  ballot  card(s)  inserted  into  the  Eagle 


I If  the  following  irregularities  were  observed  at  the  polling  place,  check  applicable  boxes  and  explain  below: 

□ 

□ 

□ 

□ 


PART  3:  SIGNATURE  AND  ABSENTEE  COUNT 


□ 


Signatures 

J Number  of  voter  signatures  in  the  Roster  (Bag  #6) 

Absentee  Ballots  (Voted  and  Surrendered) 

K Number  of  Voted  Absentee  Ballot  Envelopes  from  the  Red  Box  (Bag  #7) 

L Number  of  Surrendered  Absentee  Ballot  Cards  and  Envelopes  from  the  Red  Box  (Bag  #8) 

Envelopes  (Do  not  open  sealed  envelopes) 

WHITE  AND  YELLOW  COPIES  STAY  IN  THE  ROSTER  PINK  COPY  TO  INSPECTOR  FOR  POSTING  WITH  THE  EAGLE  TAPE 
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BALLOT  CUSTODY  FORM 


The  Ballot  Custody  Form  (BCF)  is  a vital  legal  document  that  verifies  the  transfer  of  custody  of 
the  ballots.  The  BCF  is  a quadruplicate  document  located  in  the  Inspector  Folder.  It  is  issued  to 
the  Inspector  when  he  or  she  picks  up  the  ballots. 

The  BCF  is  broken  up  into  four  sections  that  show  how  ballot  cards  change  hands  on  Election 
Day.  Below  is  an  in-depth  explanation  of  the  BCF: 

SECTION  1 - INSPECTOR  PICK  UP  FROM  240  VAN  NESS  (BALLOT  CARDS.  ROSTER  OF 
VOTERS) 

1 . Roster  of  Voters:  When  Inspector  receives  the  Roster,  he  or  she  initials  the  BCF  along 
with  DOE  staff  member 

fK  2.  Number  of  Precinct  Ballot  Cards:  This  section  is  preprinted  with  the  number  of  ballots 
in  the  Inspector’s  Supply  Bag.  Inspector  verifies  that  the  number  of  ballots  matches 
preprinted  numbers  on  the  BCF 

> DOE  staff  member  will  keep  the  gold  copy  of  the  BCF 

SECTION  2 - FED  DELIVERY 

1 3.  Precinct  Ballot  Cards:  FED  will  deliver  Eagle  Precinct  Specific  Ballot  Cards  by  noon  on 
Election  Day.  Inspector  will  count  the  cards  received  and  verify  the  totals  before  initialing 
with  FED 

4.  Generic  Ballot  Cards:  Generic  Ballot  Cards  are  delivered  by  FEDs  on  an  as-needed 
basis  during  Election  Day.  An  Inspector  who  receives  generic  ballots  will  verify  the  total 
received  and  initial  along  with  FED 

SECTION  3 - DEPUTY  SHERIFF  PICK  UP 

5.  Lines  5-17:  Inspector  and  Deputy  Sheriff  initial  each  line  before  handing  the  BCF  over  to 
the  Deputy  Sheriff 

S Once  section  3 of  the  BCF  has  been  completed,  Inspector  keeps  the  pink  copy  of  the  BCF 

SECTION  4 - DEPUTY  SHERIFF  DROP  OFF  AT  PROCESSING  CENTER 

Deputy  Sheriff  completes  this  section  when  dropping  the  PCMCIA  cards  and  Supply  Bags  at  the 
processing  center.  Inspector  does  not  complete  this  section 
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SAMPLE  OF  THE  BALLOT  CUSTODY  FORM 


BALLOT  CUSTODY  FORM  (BCF) 

Consolidated  General  Election 
November  7,  2006 


Precinct 

No. 


Department  of  Elections 
City  & County  of  San 
Francisco 


1 SECTION  1:  INSPECTOR  PICK  UP  FROM  240  VAN  NESS  (BALLOT  CARDS,  ROSTER  OF  VOTERS)" 

1.  Roster  of  Voters  


2.  Number  of  Precinct  Ballot  Cards 


Eagle 

Ballot 

Cards 

Card  1 

Card  2 

Card  3 

Card  4 

Card5 

BCF  TOTAL  1 

AutoMARK 

Card  1 

Card  2 

Card  3 

Card  4 

Cards 

BCF  TOTAL  2 

Ballot 

Cards 

' 

I 1 

SECTION  2:  FED  DELIVERY 

3.  Number  of  Precinfct  Ballot  Cards 


Eagle 

Ballot 

Cards 

Card  1 

Card  2 

Card  3 

Card  4 

Card  5 

BCF  TOTAL  1 

I 

4.  Number  of  Generic  Ballot  Cards 


Eagle 

Ballot 

Cards 

Card  1 

Card  2 

Card  3 

Card  4 

Card  5 

BCF  TOTAL  1 

» 

SECTION  3:  DEPUTY  SHERIFF  PICK  UP 

5.  Remove  PCMCIA  card  and  place  it  in  appropriate  package 

6.  Inspect  Eagle  Bins  (all  ballots  must  be  removed)  I 1 1 I 

Binl  Bin  2 Aux  Bin  D 

7.  Inspect  Red  Box  (all  materials  must  be  removed)  _ 

8.  Pick-up  boxes  of  Unvoted  Ballots  (Eagle,  AutoMARK)  _ 

9.  Pick-up  Bag  #1  - Ballots  from  Eagle  Bin  #1  (Voted  Write-in  Ballots) 

10.  Pick-up  Bag  #2  - Ballots  from  Eagle  Bin  #2  (Voted  Ballots) 

1 1 . Pick-up  Bag  #3  - Ballots  from  Eagle  Auxiliary  Bin  __ 

12.  Pick-up  Bag  #4  - Spoiled  Eagle  and  AutoMARK  Ballots  and  Ballot  Stubs 

13.  Pick-up  Bag  #5  - Pink  Provisional  Envelopes  and  Completed  Voter  Registration  Cards  _ 

14.  Pick-up  Bag  #6  - Roster  of  Voters,  Pink  Roster  and  Street  Index 

15.  Pick-up  Bag  #7  - Voted  Absentee  Envelopes  _ 

16.  Pick-up  Bag  #8  - Surrendered  Absentee  Ballot  Cards  and  Envelopes 

17.  Pick-up  Bag  #9  - Voted  AutoMARK  Ballots  _ 

| SECTION  4:  DEPUTY  SHERIFF  DROP  OFF  AT  PROCESSING  CENTER" 


"3 


18.  Drop-off  Supply  Bags  and  PCMCIA  Cards 

Gold  Copy  to  240  Van  Ness  staff  Pink  Copy  to  Inspector 
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Yellow  Copy  to  Deputy  Sheriff 


White  Copy  to  Proc< 


PREPARING  FOR  PICK  UP  DIAGRAM 


LEAVE  AT  PRECINCT:  Red  Box  and  Voting  Machines 

AutoMARK 

Eagle 

Red  Box 

Place  remaining  supplies  and 
materials  into  the  Red  Box 
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TROUBLESHOOTING  AND  EMERGENCIES 


POLLING  PLACE  IS  NOT  OPEN 

The  voting  process  must  never  be  stopped!  If  you  arrive  at  your  polling  place  and  cannot  get 
into  the  building  in  time  to  set  up  and  open  the  polls  by  7:00  A.M.,  begin  emergency  voting: 

• Call  the  Election  Center  and  your  FED  immediately! 

• Set  up  a temporary  voting  area  nearby  where: 
s The  Roster  can  be  signed  and  ballots  issued 
s Voters  can  mark  their  ballots  in  privacy 

/ Voted  ballots  can  be  stored  in  the  Supply  Bag  or  other  secure  container 
V At  least  two  Pollworkers  are  with  the  ballots  at  all  times 

• If  your  temporary  setup  is  not  directly  outside  the  building,  leave  a Clerk  at  the  polling 
place  or  post  a sign  at  the  entrance  directing  voters  to  the  temporary  location 

• When  the  polling  place  becomes  available,  it  should  be  set  up  quickly  and  efficiently 
Emergency  voting  MUST  continue  throughout  this  time  until  setup  is  complete 

• Once  the  polling  place  is  set  up  and  voting  through  the  Eagle  has  begun,  the  FED  should 
open  the  Supply  Bag  or  other  container  used  for  the  temporary  storage  of  voted  ballots 
and,  together  with  the  Inspector,  feed  voted  ballots  into  the  Eagle 

If  you  do  not  have  the  supplies  necessary  to  conduct  emergency  voting  and  your  FED 
cannot  deliver  supplies  by  7:00  A.M.,  redirect  voters  to  the  nearest  polling  place. 

ELECTIONEERING  IS  TAKING  PLACE  AT  THE  POLLING  PLACE 

Electioneering  is  the  act  of  campaigning  or  attempting  to  solicit  votes.  Electioneering  is  not 
allowed  within  100’  of  the  polling  place.  Electioneering  includes,  but  is  not  limited  to: 

• Speaking  to  a voter  on  the  subject  of  marking  his  or  her  ballot 

• Displaying  a sign,  poster,  sticker,  button,  clothing  or  advertisement  that  in  any  way 
conveys  information  pertaining  to  voters,  the  voting  process,  or  a political  affiliation 

• Any  discussion  of  a political  nature  including  amongst  pollworkers 

• Photographing,  videotaping,  or  in  any  way  recording  (from  within  100’)  a voter  entering  or 
exiting  a polling  place,  with  the  intention  of  dissuading  any  voter  from  voting  (CEC  18541) 

If  you  see  any  electioneering  conducted  within  100  feet  of  your  polling  place,  call  your 
FED  immediately! 

EAGLE  MALFUNCTIONS  DURING  OPENING 

The  Eagle  tape  does  not  print 

• Make  sure  the  Eagle  is  plugged  in  correctly 

• Try  unplugging  the  Eagle  and  plugging  it  in  again 

• Check  whether  there  is  power  in  the  outlet;  try  plugging  another  electrical  appliance,  such 
as  a voting  booth,  into  the  same  outlet 

The  Eagle  tape  is  printing  but  does  not  advance 

• Check  under  the  lid  of  the  control  panel  to  see  if  the  tape  spool  is  locked  in  place 

• Try  gently  tugging  the  tape  to  help  start  it  to  advance 

The  Eagle  tape  has  printed,  but  it  shows  that  votes  have  already  been  cast 

• Call  the  Election  Center  and  your  FED  immediately! 
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The  Eagle  tape  has  printed,  and  shows  zeros  votes,  but  the  Eagle  does  not  accept 

cards 

• The  divider  may  be  closed.  Lift  the  tabulator  and  check  whether  the  metal  flap  on  top  of 
the  blue  bin  is  open.  If  it  is  closed,  open  it  and  put  the  tabulator  back  into  place. 

EAGLE  LOSES  POWER  OR  MALFUNCTIONS  DURING  THE  DAY 

If  the  Eagle  becomes  inoperable  at  any  point  during  voting  hours  due  to  power  outage,  electrical 
malfunction,  or  an  irresolvable  message,  conduct  Auxiliary  Bin  voting: 

• Unplug  the  Eagle  and  notify  the  Election  Center  and  your  FED  immediately 

• Use  the  green  key  to  open  the  Auxiliary  Bin.  Move  the  metal  flap  to  reveal  the  ballot  slot. 
Close  and  lock  the  Auxiliary  Bin  door 

• Voters  may  conduct  normal  voting  procedures,  except  that  they  must  drop  their  ballot 
cards  into  the  Auxiliary  Bin  slot  instead  of  through  the  Eagle  tabulator  slot 

• Once  the  power  has  been  restored,  plug  in  the  Eagle 

• A message  will  print  that  states  that  the  Eagle  is  ready  to  continue.  A message  will  read, 
“OK  to  read  ballots” 

• Notify  the  Election  Center  and  your  FED  when  power  is  restored 

• Close  and  lock  the  ballot  slot  of  the  Auxiliary  Bin  and  commence  typical  voting 

• When  your  FED  arrives,  but  not  before,  feed  Auxiliary  Bin  ballots  into  the  tabulator  slot 
one-by-one 

EAGLE  PRINTS  A MESSAGE  THAT  RESULTS  FROM  A NON-VOTER  ERROR 

During  Election  Day  the  Eagle  may  sound  a warning  tone  and  print  a message  on  the  tape.  The 
following  are  examples  of  messages  that  result  from  a non-voter  error,  like  a ballot  type  or 
printer  error,  and  the  procedures  for  resolving  those  errors. 

“Security  ID  Does  Not  Match”  or  “Wrong  Ballot  Type  for  this  Precinct” 

Either  there  is  a mark  in  the  “start  bar”  security  area  at  the  top  of  the  ballot  card,  the  ballot 

card  is  not  the  correct  ballot  type  for  the  precinct,  or  the  Eagle  is  not  reading  the  ballot  type 

correctly. 

• Check  to  make  sure  that  the  precinct  number  printed  on  the  card  on  the  back  of  the 
tabulator  matches  the  precinct  number  printed  on  the  top  right  hand  corner  of  the  ballots. 

If  it  does  not,  call  the  Election  Center  and  FED  immediately  and  begin  voting  via  the 
Auxiliary  Bin. 

• If  the  precinct  numbers  on  the  tabulator  and  the  ballots  match,  the  problem  could  be  a 
mark  in  the  “start  bar”  security  area.  Send  voter  to  the  Ballot-Issuing  Clerk  to  have  the 
ballot  card  spoiled  and  a replacement  card  issued.  Note:  The  #3  button  cannot  override 
this  message. 

• If  either  of  these  messages  continues  to  appear  with  multiple  ballot  cards,  contact  the 
Election  Center  and  FED  immediately  and  begin  voting  via  the  Auxiliary  Bin. 

“Error  Reading  Ballot  - Start  Bar  Gapped  or  Detect” 

A printed  “start  bar”  line  is  incomplete  or  too  light  for  the  Eagle  tabulator  to  read. 

• Try  reinserting  the  card  in  different  orientation 

• If  the  Eagle  still  rejects  the  card,  send  the  voter  to  the  Ballot-Issuing  Clerk  to  have  the 
ballot  card  spoiled  and  a replacement  card  issued 

• If  the  error  reoccurs,  notify  the  Election  Center  and  FED  immediately  and  begin  voting  via 
the  Auxiliary  Bin 
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“Ballot  Stuck/Pull  Ballot” 

The  ballot  card  did  not  enter  the  tabulator  correctly. 

• If  the  end  of  the  ballot  card  is  sticking  out  of  the  tabulator  slot,  ask  the  voter  to  pull  with 
both  hands.  Assist  the  voter  only  when  explicitly  requested  to  do  so,  and  make  sure  to 
use  a Secrecy  Folder.  Have  voter  try  reinserting  that  card  again  or  spoil  and  reissue  card. 

• If  you  cannot  see  the  card,  the  ballot  may  be  jammed  inside  the  machine.  Lift  the 
tabulator  from  one  end  and  try  pulling  the  ballot  card  out  from  underneath. 

• If  you  cannot  locate  a stuck  ballot,  notify  the  Election  Center  and  FED  immediately, 
unplug  the  Eagle,  and  begin  voting  via  the  Auxiliary  Bin. 

EAGLE  MALFUNCTIONS  DURING  CLOSING 

If  the  “Print  Totals”  tape  does  not  print,  notify  the  Election  Center  and  your  FED  immediately! 

If  the  memory  pack  cannot  be  removed,  notify  the  Election  Center  and  your  FED  immediately! 

AUTOMARK  JAMS 

Make  sure  the  ballot  stubs  are  removed  when  ballots  are  handed  to  the  voters. 

• Open  the  top  panel  or  the  rear  clean-out  panel 

s Top  clean-out  tray  can  be  removed  by  pushing  in  on  the  round  tabs  at  the  sides  of  the 
tray  and  lifting 

s Rear  panel  can  be  removed  by  pulling  tab  sideways  and  out 

• Remove  the  ballot 

• If  ballot  is  not  damaged,  not  folded  in  any  way,  and  not  marked,  re-insert  the  ballot 
correctly 

• If  the  machine  repeatedly  jams  notify  the  Election  Center  and  FED  immediately 

AUTOMARK  DISPLAYS  AN  ERROR  MESSAGE 

Error  messages  are  displayed  on  the  touch  screen  monitor.  The  following  are  examples  of 
possible  error  messages  and  the  procedures  for  resolving  them. 

“Error-  Paper  Misfeed” 

Ballot  was  inserted  incorrectly  and  the  AutoMARK  paper  feed  mechanism  was  not  able  to 
align  the  ballot  for  scanning  operations. 

• Open  the  top  panel  or  the  rear  clean-out  panel 

• Remove  the  ballot 

• If  the  ballot  is  not  damaged,  the  voter  can  re-insert  the  ballot  correctly 

“Error-  Paper  Jam” 

Paper  ballot  was  inserted  correctly,  but  the  AutoMARK  feed  mechanism  cannot  move  ballot 
into  the  next  position. 

• Open  the  top  panel  or  the  rear  clean  out  panel 

• Remove  the  ballot 

• If  the  ballot  is  not  damaged,  re-insert  the  ballot  correctly 

If  any  error  messages  continue  to  appear  or  if  any  other  error  messages  or  malfunctions 
occur,  contact  the  Election  Center  and  FED  immediately. 

EMERGENCIES  AT  THE  POLLING  PLACE 

The  Inspector  is  responsible  for  coordination  of  emergency  voting  activities  at  the  precinct.  The 
first  priority  in  any  emergency  is  to  ensure  the  safety  of  all  persons,  following  these  guidelines: 

• In  the  event  of  a fire  or  other  building  emergency,  all  Pollworkers  shall  evacuate 
immediately,  assuring  that  any  voters  or  other  persons  in  the  polling  place  also  evacuate 
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• In  the  event  of  a threat  emergency,  all  Pollworkers  shall  remain  at  the  polling  place 
unless  otherwise  instructed  by  the  EC 

Once  personal  safety  has  been  established,  follow  these  emergency  guidelines: 

1 . Call  9-1-1  to  report  the  emergency.  If  there  are  two  phones  available,  designate  another 
Pollworker  to  call  9-1-1  while  the  DOE  is  being  called 

a.  State  your  location 

b.  Describe  the  type  of  emergency 

1.  Earthquake 

2.  Fire 

3.  Other 

c.  Identify  any  injured  parties 

d.  Give  9-1-1  a phone  number  where  they  can  maintain  direct  contact  with  you 

2.  Call  the  DOE  at  1-800-554-9934  to  report  the  emergency.  State  that  you  have  made 
contact  with  9-1-1  and  what  directions  were  provided.  Make  sure  to  give  the  DOE  a 
phone  number  where  they  can  maintain  direct  contact  with  you.  Confirm  the  following 
with  the  DOE: 

a.  State  your  location 

b.  Type  of  emergency 

1.  Earthquake 

2.  Fire 

3.  Other 

c.  Attendance  of  pollworker  staff,  using  the  Pollworker  Oath  Sheet 

d.  Understanding  of  how  to  conduct  Emergency  Voting 

e.  Whether  voters  can  be  directed  to  a nearby  polling  place  and  the  exact  location  of 
the  alternative-polling  place 

3.  After  communication  with  the  DOE  is  established,  conduct  the  following  procedures  only 
if  it  is  safe  for  you  to  do  so 

a.  Unplug  the  Eagle 

b.  Secure  Eagle  (containing  voted  ballots),  Red  Box  (containing  voted  AutoMARK, 
voted  absentee  and  provisional  ballots),  Roster  of  Voters  and  unvoted  ballots 

4.  Assist  in  redirecting  voters  to  relocated  polling  place,  once  the  new  site  is  established 

5.  Maintain  communication  with  the  DOE 


When  to  Call  9-1-1 

• 9-1-1  to  request  emergency  medical,  police  or  fire  help 

• During  major  disasters,  9-1-1  may  be  flooded  with  calls.  Be  prepared  to  wait. 

• For  non-emergency  situations,  call:  Police  553-0123,  Fire/Medical  558-3268 
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GLOSSARY  OF  ELECTION  TERMS 


AutoMARK  Ballot - 
Marking  Device 

A ballot-marking  device  that  allows  voters  with  specific  needs  to  mark  their  ballot 
privately  and  independently.  It  does  not  count  or  tabulate  the  votes. 

Ballot 

Official  ballot  that  the  voters  use  to  cast  their  vote.  Contains  all  the  contests 
specific  to  the  area  where  a voter  resides. 

Ballot  Card  Stub 

The  detachable  top  portion  of  the  ballot  that  serves  as  a voter's  receipt.  Must  be 
removed  before  inserting  ballot  card(s)  into  the  voting  machine. 

Ballot  Secrecy  Folder 

Issued  to  the  voters  to  ensure  the  secrecy  of  their  ballot. 

Demonstration  Ballot 

A ballot  that  may  be  used  by  voters  to  practice  marking  their  ballot. 

Spoiled  Ballot 

A ballot  that  has  been  incorrectly  marked  or  damaged  by  the  voter.  After 
returning  it  to  the  pollworker,  the  voter  is  entitled  to  receive  another  ballot. 

Surrendered  Ballot 

An  absentee  ballot  returned  by  a voter  at  the  polling  place  in  exchange  for  a 
replacement  ballot. 

Eagle  Voting  Machine 

A voting  machine  that  optically  scans  the  completed  arrows  that  are  made  on  the 
ballot  during  voting  procedures  and  tabulates  the  votes. 

Eagle  Ballot  Bins 

The  three  compartments  (Auxiliary  Bin,  Bin  # 1 and  Bin  # 2)  located  below  the 
Eagle  Tabulator  that  store  cast  ballots. 

•/  Auxiliary  Bin 

A separate  front  compartment  that  is  used  for  the  temporary  storage  of  cast  but 
unprocessed  ballots  if  the  Eagle  is  not  working. 

S Bin  # 1 

A compartment  that  stores  tabulated  or  processed  ballots  with  write-in  votes. 

V Bin  #2 

A compartment  that  stores  regular  tabulated  or  processed  ballots. 

Tabulator 

An  optical  scanning  and  tabulating  device  that  sits  on  top  of  the  Eagle.  Consists 
of  three  parts:  LED  Screen,  Tabulator  Slot  and  Control  Panel. 

V LED  Screen 

Located  on  the  front  face  of  the  tabulator.  Indicates  the  number  of  cards 
counted.  Also  indicates  that  the  Eagle  has  been  plugged  in. 

S Tabulator  Slot 

Voters  insert  their  ballot  cards  into  this  slot. 

v'  Control  Panel 

Located  under  the  back  lid  of  the  Eagle.  Consists  of  four  parts:  Keypad,  Memory 
Pack,  and  Eagle  Tape. 

Keypad 

Provides  access  to  the  keys  that  are  used  to  initialize  the  machine,  to  accept, 
with  the  voter’s  permission,  any  ballots  initially  rejected  by  the  Eagle,  to  print  the 
results  and  to  close  the  machine. 

Memory  Pack 

Stores  total  votes  cast  through  the  Eagle  for  every  candidate  on  Election  Day. 
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Eagle  Tape 

Eagle  pen 

Eagle  keys 

Electioneering 

Inspector  Folder 

^ Ballot  Custody 
Form  (BCF) 

S Precinct  Staff 
Review  Form 

S Roster  of  Voters 

S Street  Index 

S Payroll  and  Oath 
Sheet 

S Polling  Place  List 

S Official  Write-In 
Candidate  List 

S Job  Cards 

S Pollworker  Name 
Tag 

Election  Center 

Field  Election  Deputy 

(FED) 

Pollworker 

S Bilingual 
Pollworker 

S Standby 
Pollworker 


Prints  a message  confirming  that  no  votes  have  been  cast  through  the  Eagle 
before  opening  the  polls.  Prints  Eagle  messages  and  closing  reports. 

A ballot  -marking  pen  whose  ink  is  easily  read  by  the  optical  scanner. 

There  are  two  Eagle  keys.  The  red  key  unlocks  the  control  panel;  the  green  key 
unlocks  the  ballot  bins.  The  keys  are  located  in  the  Rice  Bag. 

Includes  distributing,  wearing  or  carrying  political  literature,  posters,  banners  or 
buttons  and  soliciting  votes. 

Located  in  the  Rice  Bag,  it  contains  the  precinct-specific  materials  listed  below. 
An  official  record  of  the  transfer  of  custody  of  the  ballots. 


Specifies  staffing  requirements  needed  at  the  precinct. 


See  Roster  section. 

Contains  the  name,  residence  address  and  the  political  affiliation  of  each  voter  in 
the  precinct  listed  by  street.  There  are  two  copies  of  the  Street  Index. 

Must  be  administered  and  signed  by  all  Pollworkers  before  polls  open  on 
Election  Day. 

Contains  location  of  each  precinct  in  precinct  order  and  specifies  whether  or  not 
a polling  place  is  functionally  accessible. 

The  list  of  qualified  write-in  candidates  for  an  election. 


Outline  the  duties  of  each  Pollworker  at  the  precinct  on  Election  Day. 

Identifies  Pollworker’s  name  and  language  they  speak.  Available  in  three 
languages  (Chinese,  Spanish  and  Russian). 

A centralized  phone  bank  whose  main  objective  is  to  answer  procedural 
questions  and/or  resolve  problems  that  may  arise  on  Election  Day. 

High-level  trained  personnel  who  provide  hands-on  assistance  to  the  precincts. 
There  is  one  FED  per  10  - 13  precincts. 

Pollworkers  facilitate  voting  in  strict  accordance  with  the  California  Election 
Code.  There  is  one  Inspector  and  four  Clerks  at  each  precinct. 

Pollworkers  fluent  in  Cantonese,  Mandarin,  Spanish  and/or  Russian  who  provide 
language  assistance  to  voters  on  Election  Day. 

A Pollworker  who  does  not  have  a specific  precinct  assignment.  They  are 
dispatched  to  precincts  as  needed  on  Election  Day. 
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Polling  Place 
Red  Supply  Box 
Supply  Bag  (Rice  Bag) 


Roster 


S Roster  of  Active 
Voters 

v'  Late  but  Eligible 
Voters  List 

v'  Roster  of 
Inactive  Voters 

v'  Declaration  of 
Pollworkers 

v'  Roster 

Correction  Form 

S Challenge  List 

v'  Assisted  Voters 
List 

v'  Ballot  Card 
Statement  (BCS) 

v'  Pink  Roster 


Voter  Information 
Pamphlet  (VIP) 

Absentee  Voting 

Curbside  Voting 

Emergency  Voting 

Provisional  Voting 


A facility  where  voting  takes  place  on  Election  Day. 

Contains  supplies  and  posters  needed  to  set  up  a polling  place. 

A bag  that  contains  precinct-specific  supplies  and  ballots.  Must  be  picked  up  by 
the  Inspector  after  the  training  class. 

Contains  names  and  addresses  of  all  registered  voters  in  a precinct.  Includes  the 
Roster  of  Active  Voters,  Late  but  Eligible  Voters  List,  Supplemental  Absentee  Voters  List 
and  Inactive  Voters  List. 

A list  of  voters  who  vote  on  a regular  basis. 


A list  of  voters  who  were  registered  to  vote  after  the  roster  was  printed  but  with  in 
the  registration  deadline. 

A list  of  voters  for  whom  the  Department  of  Elections  has  received  notice  that  the 
voter  has  moved. 

A form  that  must  be  signed  by  all  pollworkers  after  taking  the  Oath  of  Office.  The 
oath  must  be  taken  before  polls  open  on  Election  Day. 

A form  that  must  be  filled  out  by  a pollworker  to  correct  any  voter  information  that 
is  printed  incorrectly  in  the  roster. 

A list  of  voters  whose  eligibility  to  vote  has  been  challenged. 

A list  of  voters  who  received  assistance  in  marking  their  ballot.  Must  be 
maintained  by  Pollworkers  during  Election  Day. 

A form  that  verifies  that  total  number  of  ballot  cards  issued  to  the  precinct  is 
accounted  for  at  the  end  of  Election  Day.  Must  be  signed  by  all  Pollworkers. 

A list  of  voters  who  did  not  provide  a current  and  valid  California  driver’s  license 
(CDL)  or  State  identification  number  (CAID)  on  their  voter  registration  card  and 
whose  information  could  not  be  verified.  These  voters  must  vote  provisionally. 

A booklet  mailed  out  to  all  registered  voters  containing  important  election 
information. 

Voting  conducted  by  mail  or  in  person  during  early  voting  in  City  Hall. 

Voting  conducted  outside,  if  requested  by  a voter  who  cannot  enter  a polling 
place. 

Voting  conducted  through  Auxiliary  Bin  or  Red  Box.  This  occurs  when  normal 
voting  procedures  cannot  be  conducted  through  the  Eagle. 

Voting  conducted  when  voter’s  name  is  not  found  in  Roster  of  Voters  or  is  listed 
as  an  Absentee  voter  and  is  unable  to  surrender  the  Absentee  Ballot. 
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GLOSARIO  DE  TERMINOS  DE  LAS  ELECCIONES 


AutoMARK 

Baiota 

S Talon  de  Baiota 

S Sobre  Secreto  de 
la  Baiota 

S Baiota  de  Muestra 
S Baiota  Estropeada 

S Baiota  Entregada 

Maquina  Eagle 

Cestos  para  Balotas 
Eagle 

■S  Cesto  Auxiliar 
S Cesto  N.  1 
S Cesto  N.  2 

Tabulador 

S Pantalla  LED 

S Ranura  del 
Tabulador 
S Panel  de  Control 

Teclado 

Paquete  de  Memoria 
Cinta  Tagle 

Pluma  Eagle 


Una  maquina  para  marcar  balotas  que  permite  electores  discapacitados  o con 
necesidades  especificas  a que  marquen  su  baiota  en  privado  y de  manera 
independiente. 

Baiota  oficial  que  los  electores  emplean  para  realizar  su  voto.  Contiene  todas  las 
contiendas  especificas  del  area  en  la  que  reside  un  elector. 

La  parte  superior  que  se  desprende  de  la  baiota  y que  sirve  como  recibo  del 
elector.  Debe  desprenderse  antes  de  insertar  la  baiota  en  la  maquina  Eagle. 

Se  les  entrega  a los  electores  para  asegurar  el  caracter  secreto  de  su  baiota. 

Una  baiota  que  los  electores  pueden  emplear  para  practicar  como  se  debe 
marcar  la  baiota. 

Una  baiota  que  el  elector  ha  marcado  incorrectamente  o que  ha  resultado 
danada.  Una  vez  devuelta  al  trabajador  del  lugar  de  votacion,  el  elector  tiene 
derecho  a recibir  otra  baiota. 

Una  baiota  de  elector  ausente  devuelta  por  el  elector  en  el  lugar  de  votacion  a 
cambio  de  una  baiota  de  reemplazo. 

Una  maquina  de  votacion  que  escanea  en  forma  optica  las  flechas  completadas 
que  se  realizan  en  la  baiota  durante  los  procedimientos  de  votacion. 

Los  tres  compartimientos  (Cesto  Auxiliar,  Cesto  N.  1 y Cesto  N.  2)  ubicados 
debajo  del  Tabulador  Eagle  que  almacena  las  balotas  una  vez  realizada  la 
votacion. 

Un  compartimiento  frontal  separado  que  se  usa  para  almacenar  temporalmente 
las  balotas  si  la  maquina  Eagle  no  esta  funcionando. 

Un  compartimiento  en  el  que  se  guardan  las  balotas  con  los  votos  no  listados. 

Un  compartimiento  que  guarda  las  balotas  una  vez  realizada  la  votacion  de 
forma  regular. 

Un  dispositivo  de  lectura  optica  que  esta  ubicado  sobre  la  maquina  Eagle.  Esta 
compuesto  por  tres  partes:  Pantalla  LED,  Ranura  del  Tabulador  y Panel  de 
Control. 

Esta  ubicada  en  la  cara  frontal  del  tabulador.  Indica  que  la  maquina  Eagle  ha 
sido  enchufada  y esta  lista  para  recibir  y contar  balotas. 

Los  electores  insertan  sus  balotas  en  esta  ranura. 

Ubicado  debajo  de  la  tapa  posterior  de  la  maquina  Eagle.  Esta  compuesto  por 
cuatro  partes:  Teclado,  Paquete  de  Memoria,  y Cinta  Eagle. 

Brinda  acceso  a las  teclas  que  se  usan  para  imprimir  los  resultados  y para 
aceptar,  con  el  permiso  del  elector,  las  balotas  inicialmente  rechazadas  por  la 
maquina  Eagle. 

Retiene  los  votos  realizados  a traves  de  la  maquina  Tagle. 

Confirma  que  no  se  han  realizado  votos  a traves  de  la  maqina  Eagle  antes  de 
abrir  las  urnas.  Imprime  los  mensajes  de  la  maquina  Eagle. 

Una  pluma  para  marcar  las  balotas  cuya  tinta  puede  ser  leida  por  el  lector 
optico. 
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Llaves  de  Eagle 


Publicidad  relacionada 
con  las  elecciones 

Sobre  para  el  Inspector 

S Formulario  de 
Custodia  de 
Balotas 

S Hoja  de  Revision 
del  Personal  del 
Distrito  Electoral 
S Lista  de  Electores 
S Indice  por  Calle 

S Hoja  de  Nomina 
de  Pago  y 
Juramento 
S Lista  de  Lugares 
de  Votacion 
S Lista  Oficial  de 
Candidatos  No 
Listados 
S Tarjetasde 
Trabajo 

S Etiqueta  con  el 
Nombre  del 
Trabajador  del 
Lugar  de  Votacion 

Centro  Electoral 
(Election  Center) 


Delegados  de  Campo 
en  las  Elecciones 
(Field  Election  Deputy, 
FED) 

Trabajador  del  Lugar 
de  Votacion 

v'  Trabajador 

bilingue  del  Lugar 
de  Votacion 
v'  Trabajador  de 
Reserva  del  Lugar 
de  Votacion 


Existen  dos  llaves  de  Eagle.  La  Nave  roja  abre  el  panel  de  control  y la  verde  abre 
los  cestos  de  balotas. 

Incluye  la  distribucion,  el  uso  o el  transporte  de  publicaciones  politicas, 
anuncios,  carteles  o botones  y la  peticion  de  votos. 

Esta  ubicado  en  la  Bolsa  de  Arroz  y contiene  los  materiales  especificos  del 
distrito  electoral  que  se  enumeran  a continuacion. 

Un  registro  oficial  de  la  transferencia  de  custodia  de  las  balotas. 


Especifica  los  requisitos  del  trabajador  bilingue  del  lugar  de  votacion  necesarios 
en  el  distrito  electoral. 

Vea  la  seccion  Lista 

Contiene  el  nombre,  el  domicilio  y la  afiliacion  politica  de  cada  elector  del  distrito 
electoral  enumerados  por  calle.  Existen  dos  copias  del  Indice  por  Calle. 

Debe  ser  administrada  y firmada  por  todos  los  trabajadores  del  lugar  de  votacion 
antes  de  que  comience  la  votacion  en  el  Dia  de  las  Elecciones. 

Contiene  la  ubicacion  de  cada  distrito  electoral  por  orden  de  distrito  y especifica 
si  un  lugar  de  votacion  es  funcionalmente  accesible. 

La  lista  de  candidatos  no  listados  calificados  para  una  eleccion. 


Especifican  las  tareas  que  debe  desempenar  cada  trabajador  del  lugar  de 
votacion  en  el  distrito  electoral  en  el  Dia  de  las  Elecciones. 

Identifica  el  nombre  de  los  trabajadores  del  lugar  de  votacion.  Disponible  en  tres 
idiomas  chino,  espanol  y ruso. 


Un  banco  telefonico  centralizado  cuyo  objetivo  principal  es  responder  preguntas 
sobre  el  procedimiento  y/o  resolver  problemas  que  puedan  surgir  el  Dia  de  las 
Elecciones. 

Personal  con  capacitacion  de  alto  nivel  que  brinda  asistencia  practica  en  los 
distritos  electorales.  Hay  un  FED  por  cada  10-13  distritos  electorales. 


Los  trabajadores  del  lugar  de  votacion  facilitan  la  votacion  y siguen 
estrictamente  el  Codigo  Electoral  de  California.  Hay  un  inspector  y cuatro 
empleados  por  distrito  electoral. 

Trabajadores  del  lugar  de  votacion  que  hablan  chino  cantones,  mandarin, 
espanol  y/o  ruso  y que  brindan  asistencia  idiomatica. 

Un  trabajador  del  lugar  de  votacion  que  no  tiene  un  distrito  electoral  especifico 
asignado.  Son  enviados  a los  distritos  electorales  de  acuerdo  con  las 
necesidades  el  Dia  de  las  Elecciones. 
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Lugar  de  Votacion 
Caja  Roja 


Bolsa  de  Arroz 


Lista 


S Lista  de  Electores 
Activos 

S Lista  de  Electores 
Tardios  pero 
Elegibles 

S Lista  de  Electores 
Inactivos 

S Declaracion  de 
Trabajador  del 
Lugar  de  Votacion 

•S  Formulario  de 
Correccion  de  la 
Lista 

S Lista  de  Electores 
Impugnados 

S Lista  de  Electores 
Asistidos 

S Declaracion  de 
Balota  (Ballot  Card 
Statement) 

Folleto  de  Informacion 
para  los  Electores 
(VIP) 

Voto  como  Elector 
Ausente 

Voto  en  la  Acera 


Votacion  de  Emergencia 


Voto  Provisional 


Una  instalacion  en  donde  se  vota  el  Dia  de  las  Elecciones. 

Contiene  los  suministros  y los  anuncios  necesarios  para  montar  un  lugar  de 
votacion. 

Una  bolsa  que  contiene  los  suministros  y las  balotas  especificos  del  distrito 
electoral.  Debe  ser  retirada  por  el  Inspector  despues  de  la  clase  de 
capacitacion. 

Contiene  los  nombres  y las  direcciones  de  todos  los  electores  registrados  de  un 
distrito  electoral. 

Una  lista  de  los  electores  que  votan  con  regularidad. 

Una  lista  de  electores  que  se  registraron  para  votar  una  vez  que  ya  estaba 
impresa  la  lista. 

Una  lista  de  electores  de  los  cuales  el  Departamento  de  Elecciones  ha  recibido 
aviso  postal  por  escrito  de  que  el  elector  ha  cambiado  de  domicilio. 

Un  formulario  que  deben  firmar  todos  los  trabajadores  del  lugar  de  votacion 
despues  de  realizar  el  Juramento  de  su  Puesto. 

Un  formulario  que  debe  completar  el  trabajador  del  lugar  de  votacion  para 
corregir  cualquier  informacion  del  elector  que  este  impresa  en  forma  incorrecta 
en  la  lista. 

Una  lista  de  electores  cuya  elegibilidad  para  votar  ha  sido  impugnada. 

Una  lista  de  electores  que  recibieron  asistencia  para  marcar  su  balota.  Deben 
mantenerla  los  trabajadores  del  lugar  de  votacion  durante  el  Dia  de  las 
Elecciones. 

Un  formulario  que  verifica  que  el  numero  total  de  balotas  emitidas  al  distrito 
electoral  corresponde  al  mismo  numero  de  balotas  al  final  del  Dia  de  las 
Elecciones. 

Un  folleto  con  informacion  importante  sobre  las  elecciones  que  se  envia  por 
correo  a todos  los  electores  registrados. 


Votacion  realizada  por  correo. 


Votacion  realizada  afuera,  si  la  solicita  un  elector  que  no  puede  entrar  a un  lugar 
de  votacion. 

Votacion  realizada  a traves  del  Cesto  Auxiliar  o la  Caja  Roja.  Esto  ocurre 
cuando  no  se  pueden  realizar  los  procedimientos  de  votacion  normales  con  la 
maquina  Eagle. 

Voto  realizado  cuando  el  nombre  del  elector  no  se  encuentra  en  la  Lista  de 
Electores  o cuando  el  elector  esta  inscrito  como  elector  ausente  pero  no  puede 
entregar  su  balota. 
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NOTES 
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